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fhe funetions of the administrative staff are 
to see that the policies ef the department are 
properly carried out; to coordinate the activities 
of the various branches; to direot the formulation 
of administrative proceedure, rules, and regulations; 
to make recommendations regarding watters of policy 
and  esasanaaiat and to perform other related 


worke 


Number of Positions 


Class Occupied Vacant Total : 


49° Deputy Postmaster General g10,000 1 in 1 
152 ££ Private Secretary 4,080 i. - i 
1? «8 Assistant Private Seeretary 3, 420 


85-86 Mechanieal Engineer, Post 
' Office Department $3 420-3, 960 
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155 Secretary Clerk : i 
56 Head Clerk 2, 520-3, 000 A ~ 

i 

i 


a4 Clerk, Grade 4 1,620-1,920 


39 Clerk, Grade 1 720-1, 020 
168 Stenographer, Grade 3 1,380-1,620 A 
169  i1$‘Stenographer, Grade 2 1,080~1, 380 


94 Postal Chauffeur 1, 140-1, 500 ~ 
40 Confidential Messenger 1,080~1,520 
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Preparation of setinates on requirements for use in 
Postal Service of mail bags, cotton duck bagging and 
it tin ja, mail locks, letter ecarviers' satehela, pads, 
gancelling ink, dating etamps and all other stampa used, 
parcel and letter scales, siren Letter boxes, rorél mail 
boxes ani R stead letter ear i a box . ovr keys and 
ra ¢. Lou f3 ae 


(2) 


| A ing purer ase “} serges, pes 28 hi ca teze: 
carriers’ shirta, cloth and fur eaps, Bt. 
boots, waterproof coats and capes, TRnteReG wan 

ane ge ee Sruake ani aceessorios, gasoline, oth; "gives 

Go PVUvews 


(4) | 
mechanical devices such as 
scales, etc., tes, used thr: 


(5) Keeping the necessary elias in gonnecti o1 


Number of Positiom 
ition Class , Salary Range Occupied Vacant Total 


a77 Superintendent of Equipment 
and Supply Branch, Post | 

Office Department G4, 320-4, 920 

19-21 Chief Clerk 3, 120-3, 720 
148 Principal Clerk 1,920~2,400 
$4 Clerk, Grade 4 1,620-1, 920 
36 Clerk, Grade 3 1,380~-1,620 10 
37 Clerk, Grade 2 


$ Assistant Postal Purchasing 
Agent and Storekeeper 


48 Departmental Accountant, : 
168 - Stenographer, Grade 5 $80~1,620 3 we 


169 Stenographer, Grade 2 1, 080-1, 380 5 - 


90 Office Appliance Operator, | | 
| Grade 3 1,260-1, 500 1 a 


1 

i 

3 

5 

1 

91 Office Appliance Operator, | ? 

8 

64 


93 Packer and Helper 1, 080-1,200 8 - 


a rip dane 


Administrative 
Expenditure . 
Money Order . 
‘Postage Stamp 
Postal Hote . 
Revenue . » » 
Salary Warrant 
Savings Bank . 


* 


and providing start hy sup the vyario. pay al 
controlling the establishment or withAvawnk os non oy 
order and savings bank business of all post offices 
pean the Dominion and performing other related 
wWorme 


168 
169 


Glass 


Superintendent, Financial 

Branch, Post Office | | 
Head Clerk 2, 520-3, 000 
Glerk, Grade 4 1,620~-1,920 


Clerk, Grade 3 _ 1,380-1,620 
Clerk, Grade @ 1, 080-1, 380 


Stenographer, Grade 3 1,580-1,620 | 
Stenographer, Grade 2 = 1,080-1,380 


Office Boy el i, “ay 420-660 


oo «ase @& F Fr 


, Work of administration and accounting of the 
totel re of the Post Office Department aa pro 
vided for by I aL andy appropriations amounting +o 
Spyroxina te 000,000 anmualiy. 


The work m be divided into two min sec- 
tions ie@. ( a) The Civil Government unpety ts for the 
administretion of the inside service, 4 dealing with gal- 
aries of approximately one thousand permanent officials 
and rg. marek ani Civil Govermment Contingencies covering 
wages for temporary agsiatanee and varloua expend itures 
for supplies and ine id entals; (>) Powt Office Expenditures 
unier which is i payment of salaries of outside — 
services ge ye ayment for mail transportation, mis- 
sellancous 6x end itures, expenditure for the Yukon 
Territory. these payments pass through 
Division ant oun’ be ohecked and audited by 


the ye 
that Divis 1Ome . 


oe Tr iture. 


Class 
Departmental Accountant, 
Grade o 


Departmental deggie 
Grade 2. 


a pl Accountant , 


Grade 1 
Principal clerk 
Clerk, Grade 4 
Clerk, Grade 3 
Clerk, Grade 2 _ 


Clerk, Grade 1 


Office Appliance Operator, 
Grade 2 


$2, 700-3, 120 


1, 740-2, 220 

1,920-2,400 
1,620~1, 920 

1,380-1,620 

1,080~1,380 

720~-1,020 


25 


Controls the iegue ani eed of wg Orders 
in all peat ‘offices throughout Canada. 


The Money Order Division may be bby into 
two seetions (a) the Audit Section, ani (b) the Correspondence 
am International Business Seetions | 


(a) 


THE AUDIT SECTION 
| Receipt of Postmastera' returns together with | 
related vouchers. Cheeking vouchers against entries in Po ste 
masters’ returns. 


ue Punching of ecards in preparation for mechanical 
aU ite 


fhe audit of all Money Orders issued and paid. 
Serting, listing, tabulating, and filing of paid 
Money Orders, ani mochaniml audit ecards. 


(b) CORRESPONDENCE AND INTERNATIONAL BUSINESS 
| SECTION Rel 


Administra ti on of the Money Order System. 


Control of procedure in regard to Mong Order 
ystems. 


Tesue of duplicates and collection of double 
payments ani repayments. 


International correspondence, 


Compilation of the statements of Money Or? 
accounts with foreign administrations. 


oe 


aii Uiihine foreign adit. atre 
of Money Orders on oi ‘fh eos under their controle 


Gustedy of advices in comection with lapsed 
psorypi shell ami settlement or een of these ated 


Correapomiengs. dealing with beshdichawthten 
tmasters' returns ani also correspondence 
with che mis in regard to Lr Order businesse 


168 . 
193 


161 
192 
92 


Class 


Juperintendent, Money 
Order Branch 


Departmental Accountant, 
Grade 5 


yp orb eam ne pug 
Grade 4 . 


Bepertuantal: CRT 
Grade 3 


Departmental Accountant, 
Grade 2. 


Departmental taicsnieaaiiaes 
Grade 1. 


Chief Clerk 
Head Clerk — 
Principal Clerk 
Clerk, Grade 4. 
Glerk, Grade 3 
Clerk, Grade 2 
Clerk, Grade 1 


 Stenographer, Grade 5 


Typist, Grade 2 


Office Appliance Operator, 
Grade 2 


Senior Messenger 


Office Boy 


$3, 720-4, 320 


3, 120-3,600 


2,700~-3,120 
2, 220-2, 700 


1, 740-2,220 
3,120-5, 720 


“1,920-2,400 


-1,380-1,620 


7 fc Qm1, O20 f 


1, 080-1, 3380 


1,020~1, 200 


1,080~1, 200 
420~660 


min att He 
a RET T | (it 
EEE Saeaeeaiess 


_ Orders aol reosives from the manufacturers 
ali postage stamps, post carla, post bamis, stamped ex- 


velope S, used in the Dominion of Canada, 
| _ _ Stores these supplies temporarily in 
vaults and distributes thom to the depots and Postmasters 
throughout Canada. 


Controls Postmasters’ requisitions for 
postage etamps, eta. 


is | Destruction of returned postage stampa, 
untit for re-i1 save. 


Redemption of post gardis and postage 


| Compiling statements in regard to postage 
Stamp reecipts, ani issues a monthly balance sheet showing 
the trangactions of the Department as regards postage 
stamps, which amounts to approximately 928,000,000 per 
year. 


Receiving ant Filling omiers from stamp 
eollestors, ani carrying on of philatelie work connected 
with the postage supplies, 


93 


Class 
Departmental accountant, : 
Grade 3 $2, 700-3,120 


Departmental Accountant, 


Clerk, Grade 4 -. 1,620-1,920 


Packer and Helper 1,080-1, 800 


4 a 
Orders and rece hig from the manufacturers 
all Postal Notes used in Canade 
These Postal Notes are ) eheted temporarily 
in vaults and distrimmted by this Division to depots and 
Postunaterse 
Reecives all Postal Motes sent in by the 
| Bomeuantery: eheeks them with amounts entered in Casi 
Aee t Returns, and audits and files the Notes. 
‘Iseues @uplicates of lost Postal Notes. 
Receives ani audits paid British Postal 
Carri¢s on Serrano een | ia eounection 
with Postal Note business. | 
Authoriges, issues, inereases, decreases, meal: 


and withdraws Postmasters' Postal Ho te Gredit Supplies, Mi 
and reg lates requisitions received from the Postmasters. | ) 
Regal sot af Crea it Supplies saves the Department large — 

sung recray 


Defin- 


Class 


Departmental Accountant, 
Grade 3 


ger har gay Aceountant, 
gnc oy pe Accountant, 
Grade 1 

Clerk, Grade 4 

Clerk, Grade 3 

Clerk, Grade 2 

Clerk, Grade 1 | 

Typist, Grade 2 


Grade 2 rant 1 Sp@sowds Bee 


Truckman 
Office Boy 


$2, 700-5, 120 
2, 220-2, 700 


1, 740-2 , 22¢ 


1, 380-1, 620 


900-1, 200 
420-660 


a 


19 


ia) 


? The work of the Revenue Division may be 
roughly divided into five principal sections, 4 
bt Seetion, General Ledger Section, Banking 
age Error pee and the Postage Paid in Cash 
Seeti on. Pn 


thia Division has omeee.9 ef the audit 
of all postal transactions throughout + om t > pt 
involving adjustment of all shortages, pe Hcy | 

to the fault of the employee or to accident. the 
revenue for the fiseal year 1929-30 was approximately 
$33,000,000. 


168 


Departmental Accountant, 
Grade 5 

Departmental Accountant, 
Grade 3 


Departmental Accountant, 
Grade 2 


Departmental Accountant, 
Grade 1 


Head Clerk 

Principal Clerk 
Clerk, Grade 4 

Clerk, Grade 5 

Clerk, Grade 2 

Clerk, Grade 1 
Stenographer, Grade 3 


$3 ,600-4,140 


i, 


080-1, 380 


1 3 wea mL, 620 


98 


105 


pe 


Bin 


i Caleaiatine on ee 


paid Peataauters throughout the ly or fogs ’ r pas 
ing of Salary 


Preparing, au 
Warrants, in payment of gervicege 


Checking and rr abs oF pata gal ary Warr 
of Post Offices, ami determining the revenue ef non 
accounting officese 


ro and controlling, the issue, 
supplies: decrease ni withdrawal ef Postage Stamp crea it 
2 Ge 


Preparing the *non-aceounting section of 
the Pogtmaster General’sa report. , 


Prep ar ing statement s of chr $al- 
aries ani allowances for the Inceme Pax Commi ss loner. 


Work in connection with foreign pareel 
post ani checking parse) bills aa verification notices 


Preparing parcel post accounts for des- 
patch, and Pie pareel post accounts reco tyed. 


Despatching ani receiving remittances in 
gettlement of parcel post account billie. 


Conducting correspondence in connection with 
the gbovee 


15 


Number of Positions 
Occupied Vacant Total 


46 Departmental Accountant, | 
Grade 3 $2,700-3,120 1 ~ 1 
47 Departmental Accountant, _ | 
Grade 2 bi : 2, 220-2, 700 a: - 1 


1, 740-2 22 
148 Principal Clerk 9 1, 9202, 400 
34 idrhy Gebae AO Agents, 1,680-1,086 
56 Clerk, Grade 5 OO" L88O—1, 620 
37 Clerk, Grade 2 : i) RYOCGLR, SAG Powtgerxiaw - 80 
39 ee ew ee . 2 


90 Office Appliance Operator, 
“Grade 3 ~ | 


aap » 
i 


1,260-1,500 ob = 1 


91 Office Appliance Operator, 


Grade 2 1,020~1, 200 a 1 


| Re 


ne 
! Pia hd 
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AO 


wo ae responsible, under the Finanoie1 Super i n- 
tenient, for mad nse han ee and direction of Post office 
Savings Banks throughout the Dominion of Camda. 


Reeeives deposits from persons in — 
and abroad, either through Branch or direct, or 
ame”. duly authoriged Agenta. 


eet deposits rece iveds 


ANS nig to and from the Post Offi ce 
Savings Bank of om *ynited Kingdom, other Banks ani fin- 
ang iel institutions, trustees, guardians, executors, 6t¢. 


‘Yxamines, verifies, and settles claims of 
holre-at-law, Bm me apni ot Legal Represmtatives, insane 
and. — imeompetent &e pos itors, @tG. 


Establishment of the national status of 
aliens obtaining repayme xt outside of Canada, and the 
settlement of accounts belonging to enemy aliens under the 
Regulstions of the Gustedian of Enemy Alien Property. 


Maintaine an accounting and audit system 
in comeotion with the above. 


Computes and oredite interest on deposits 
reecived. 


Conducta all correspondence in connection 
with Savings Bank business. 


* 


Lig 


per of Posit. 


on 


Defin- | — 
Nacant Total 


Fie tion ¢ lass. 


44-45 Departmental Accountant, 7 


Departmental Accountant, | | 
Grade 2 2, 220-2, 700 1 - i 


48 Departmental Accountant, | 
> 1, 740-2, 220 


96 Postal Claims Examiner 2,040-2, 520 
148 Principal Clerk 1,920-2,400 
34 Clerk, Grade 4 1,620-1, 920 
36 Clerk, Grade 3 1, 380-1, 620 
3” Glerk, Grade 2 1., 080-1, 330 
39 Clerk, Grade i 720+1,020 
4 Confidential Messenger 080-1, 320 
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91 Office Appliance Operator, 
Grade 2. "  1,020-1,200 


cad 
§ 
ad 


2 contracts for the 
- ashe dane] ee 


cal sugeect 
petlhonte ng om sapervis ing an omaionekn tu the 


elearance of Street Letter Boxes and Pareel receptacles, 
and supervising the locations of same | 


_Avranging and supervising @11 contracts for the 
of letter carriers. 


epaneir for the ¢onveyance and distribution in 
pitios of parent Post packiges. 


Completing arrangements for mall services before 
the Department ean issue tat ruet tons to epet or elose any 
Post Office or make any change in the location of any 
existing office. 


Dealing with all special ani extraordinary mail 
+a hove arrangements brought about by unforeseen con- 
OnBe 


Dealing with all applicatione for tranafer or 
modification of contracts and all questions affecting con- 
€itions of contracts, applications for release of seheanstia tics 
or for increase of pay- 


Deciding all questions pertaining to the Feusieinniy 
of mail service to all post offices not served direetly by 
Aeroplane. 


There are over 13,000 mail contracts unier the 
jurisdiction of the Mail Contracts Branch entailing an @x~ 
se of approximately six and one» halt million dollars 
arr, 


Defin- 
ition Glass 


178 Superintendent of Mail 
Contracts $3, 720-4,620 


183 Supervisor, Mail Contracts 2,820-5,420 2 
148 Principal Clerk 1,920~2,400 - 
34 Clerk, Grade ¢ 1,620-1,920 & 
36 Clerk, Grade 3 1,380~-1,629 £ 
37 Clerk, Grade 2 «1, 080-1, 580 8 
168 Stenographer, Grade 5 1,380-1, 620 1 

i 


169 Stenographer, Grade 2 1, 080-1, 380 
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Me kk ene 
Pw 6k kk a kee 
Inspection . 2 «1 «+ + « 
Postal District Offices . 
Post Office Service ee 

Revenue Post Office 


Railway Meil Service . . 
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Number of Positions 
ange Occupied Vacant Total 


Sod Assistant Deputy Postmaster 

7 General and Generel Sup~ 
erintendent of Postal Nee i 
Service $5, 400-5, 700 


148 Principal Clerk 1, 920~2,400 a vs o's ae 


POST OFFICE 


Le ee REAR RSTO PANS. | 


ATR MATL 


$9 deal with all matterea pertaining to the 


5: mak tions relative to sir mail 
ged, and as to variations in 
United States air mail routes; 


| fo handle all correspondence, statements, re po rts 
and returns of any deseription pertaining to a ir ‘mail. | 
SSS Gorkast ‘negotiations leading up te and the 
awarding of contracts for the performance of #ir mail services; 
fo gooperate in the preparation of publicity 
material. 
fo prepare estimates of probable annual expen- 
digues. 
#9 compile date relating to air mail service and 
air transportation generally im Canada and other countries. 


fo deal with all philateliec matters pertaining 
to and arising out of air mail service activities. 


Chief Superintendent, 
Air Mail Service 

Head Clerk 

Principal Clerk 


Clerk, Grade 4 


Clerk, Grade 3 


Clerk, Grade 2 


stenographer, Grade 5 


‘Stenographer, Grade 2 


$3, 720-4,620 


1,920-2,400 


_-°2,880-1, 620 
al 


ol eh airs bh 


Wumbexr of Positio 


| 


- 
& 


Cor wre wey re bw 


A. 
1 
2 


tn | >! we EH RS Be PH 


oupied Vacant Total 


39 
162,164 
97-98 

168 


Class 


Chief Insp ngibesce! Postel 


3 Service 


Special Post orrice 
Investigator | 


supervis a8 Inspection 


Head ‘Clerk — 

Principal Clerk 
Clerk, Grade 4 
Clerk, Grade 3 

Glerk, Grade 2 
Clerk, Grade 1 
Senior Postal Shere 
Postal Glerk 
Stenographer, Grade 3 
Gtenographer, Grade 2 
Junior Translator 
Typist, Grade 1 
Confidential Messenger 


Messenger 


5, 720-4, 520 


“"1,620~1,930 


1,580~1,620 


1, 080-1, 740 
1, 380-1, 620 
1,080~1, 38¢ 
1,080~-1, 580 

720+1,020 
080—1, S20 
720-1,020 


mi?! ‘Peeve pL ttetes 


ana 


y : 4! 
atu 


*- + «#6068 ©teoewvn mall 
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he chief fusetiona of a postal dis- 


trict office are,- 


fo eatablish ami maintain postal astivities within 
a district. 


oe Pros. 9 post offices, ratlway post offices, 
geage Car and steamboat services, ebGe 


io aaa s concerning the loss or mis- _ 


fo deal with dead and untelivered mai: 
fo perform other related work as requirede 


¥' 
_ 


67-68 
149-150 
162,165 
97,99 
34-35 
168 
169 
0-81 
57-38 
94-95 
92 


Glass 


District Superintendent 
of Postal Service Tareas a? 220 


3, 720-4, 620 


2, 520-3, 240 
District Examiner, Postal 


Service #,340-2,700° 


Head Postal clerk Ne 
Principal Postal Clerk ~ 
Senior Postal Clerk 
Postal Clerk 

Clerk, Grade 4 1,620-1, 926 
Stenographer, Grade 5 1,380-1,620 
Stenographer, Grade 2 1,080~-1, 380 
Mail Porter 1, 080-1, 500 
Clerk, Grade 2 1,080-1, 580 
Postal Chauffeur 1,140-1, 500 
Office Soy 420-660 


2,100-2,400 


i, peu 
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4 


Lenindatretion and eontrel of operations . 


in staf? post offices. 


enning new sant offioe maslaings and 
changes and wit Rane thereto. 


: Eetablishment, maintaance, management, 
ete. yf revenue 2 post offices. 


#4 


9 | 


perpen 
tio 


50-31 


187-189 


Class 


Ghief Superintendent of 
Pest Office Service 


Assistant Chief Superin- 


tendent, Post Office 
Service 


Supervisor, Post Office 


Service 
Head Clerk 
Principal Clerk 
Clerk, Grade 4 
Clerk, Grade 3 
Clerk, Grade Boss 


p Senior i aes 


Architectural Drafteman 
Wisdlut ba Draftsman 
Map Draftsaman 


stenographer, Grade 3 
Stenographer, Grade 2 


typist, Grade 2 
Office Boy 


1, 620-1, 9 ~ 


pe Bo By 160 
1/80022,160 


1800-8, 160 


a a 800-2 $ 160 


1, 080-1, 3890 


1, 080-1, 380 
420-680 


Po a ew ow 


je 


Se ee 
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Lit 


Positions in thie division of the service are 
peouliar in the following respects,- | 


fhe compensation is paid from the gross revenues 
collected by the Department ani only the net revenue is 
trensferred to the Finance Department. The compensation 
is not pald from Parliamentary Appropriations 


Revenue Fost Offices operate under a great 
variety of conditions ani comprise offices with revenues 
from $10. or $12. a year to offices with revenues of, in 
gome oases, 320,000 to 930,000 @ years | 


the sompersation is on a percentage basis 
with special Sllowances for certain features of the work. 
fhe compensation is supposed to cover the remaneration of 
the Postmaster sm his ascistants and in some Gases con~ 
tingent expenses pald by the Postmast ors 


Postmaster, Fort MeMurray $1,860-2,100 
Postmaster, Atlin 1, 680- 
Postmaster, Port Resolution 1, 020-1, 08¢ 
143 Postmaster, Keno Hill 600 


115-117 Postmaster, —_ Rt 
» OSEL RS ae 


8 
He ee 


$487 OOO. 8,487 
| : has : T 161 ~ Ff 161 

118-120 Postmaster, Grade 1 
Office do 6,573 - 5,575 
f 173 - £178 


L71-172 "ns Postmaster, Aaccount~ 


13 
173 Sub Postmaster, Non- 
accounting do 88 ~ 


Rote: All positions of Postmaster in 
Revenue post offices where the 
revenue does not exceed 9400 
per annum are Exempt. 


peor 
eo 


the chic? metions of a staff post office 
safeguard and account for the revenue of 


are to collect, 
the office, to issue such instructions aS may be nedess~ 


ary to secure the prompt ani expeditious handling of 

mail matter, to deal with complaints ani make adjustments, 
$o make reports to and carry out instructions rece tved 
from the department, and to perform other related worke 


121-122 
125-124 
125-126 
127-128 
129-150 
131-132 
155-134 
155-156 
137-128 
159-140 
141-142 
110-111 
146-147 
144-145 
6 


10 


Class 


Postmaster, Grade 12 Officeg5, 100-5, 700 


Postmaster,Grade 11 Office 
Postmaster, Grade 10 Office 
Postmaster,Grade 9 Office 
Postmaster,Grade 8A Office 
Postmaster, Grade B Office 
Postmaster,Grade 7 Office 
Postmaster, Grade 6 Office 
Postmaster,Grede 5 Office 
Postmaster,Grade 4 Office | 
Postmaster , Grade B Office 
Postmaster, Dawson 
Postmaster, White Horse 
Postmaster, Prince Rupert 


Assistant Postmaster, Grade 
12 Office | 

Assistant Postmaster, 
Grade 11 Offices 


Assistant Postmaster, 
Grade 10 Office 


Assistant Postmaster, 
Grade 9 Office 


Assistant Postmaster, 
Grade GA Office 


4,620-5, 220 
4,320-4,680 
4, 200-4, 560 
3, 840-4, 08¢ 
80-3, 720 


2,400-2,640 
2,160-2,400 
6,000 
3,000-3, 120 
2, 500-2, 620 


3, 960~4, 320 
5, 540-3, 900 
3, 540-3, 900 
3, 480-3, 720 


5,180-5,420 


faver) 


Miaiitiis +> 


Hid: 
T ia mM 

. 

it 


AT 


il Assistant Postmaster, i 4 aioe oC 
Grade 8 Office $8 ,830-5, 120 5 1 6 
12 : Avaistaxt oa tmaster, | 
Grade 7 Office hpi 4 1 5 
13 Assistant Pestmaster, 
| Grade 6 Office £ 340-2, 580 10 ~ 10 
14 Assistant Postmaster, genie ayer oii ‘ 
| Grade 5 Office 2,220-2,400 15 - 15 
15 Assistant Postmaster, sa i | 
Grade 4 Office 2,100-2, 220 16 - 16 
L6 Assistant Postmaster, Bahr 
Grade 3 Office 1,860-2 , 040 8 “ 3S 
88 Night Postal Superintendent, 
| Grade 12 Post Office 3,560-3,600 & - 2 
180 Superintendent, Secretarial | 
Braneh, Grade 12 Po 
Office — 3,120-3,360 2 ~ 2 
89 Night Postal Supervisor 7 bene 1 ~ 1 
2,760-3,000 | - 1 
L79 Superintendent of Mails, 
Grade 12 Post Office 3, 000-5, 240 4 - 4 
184 Supervisor of Mails 2, 64.0-2 , 880 2 2 
i 2, 520-2, 760 4 - a 
2,400-2,640 2 “ 2 
2, 280-2, 520 4 Wi 4 
2,160-2,400 1i ~ i 
67 Head Postal Clerk 2,520-3,000 ) - 9 
149 Principal Postal Clerk %,100-2,400 61 p 62 
162 Senior Postal Clerk 1,860-2,040 259 261 


M itm 
a” te 


Postal Clerk, Dawson 
Postal Clerk © 


Head Clerk 

Principal Clerk 
Clerk, Grade 4 
Clerk, Grade 3 
Clerk, Grade 2 


Clerk, arade i | 


Letter Carrier superinten- 
dent 


Letter Carrier Supervisor 


Letter Carri er Overseer 


Departmental Accountant, 
Grade a 


Departmental Accountant, 
Grade 1 


Postal Garage Superinten- 
dent 


Postal Garage heehee 
Postal Garage Foreman 
Pontal, Garage Repairman 
Postal Chauffeur 


2, 520-5, 000 
1, 920-2, 400 
A 620-1, 920 
ps 1880-1, 680 


720-1, 020 


2,400-2, 760 
g , 100-8 »a00 


ay 980 “By 100 
1,800-1,920 


%, 220-2, 700 


2,160-2,520 
1,920-2,400 
1,620-1,800 
1,440-1, 620 
1,140-1, 500 


ih } 


ee 


Se eee 


at, eteee ee veer ee 8 888 


byptiip 
Hi Mites Bit 
Me | ui iH 


Ht 


Defin- 
ition | Class 


si Principal Transfer agent $1, 740-2,040 2 s 
a07 Postal Information Clerk .1,680-1,920 9 i 
159 ‘Senior Letter Carrier “11, e0-2.000 ie 
74 Letter carrier Pelle eee yeas | 


10 genial Mail Porter ‘ 
60,62 Mail Porter 


| by es Atl, = 140-1, 440 
168 Stenographer, Gree 7 va 1,380-1, 620 


8 7 

| 7 7 

170 Stenographer, Grade 1 720~1,020 : " : 
“ & 


195 Typist, Grade 2 1, 080-1, 389 


106 Postal Helper 1,020-1,320 776 
Part Time 238 

195 Watchman 900~1, 200 7 - 7 
190 Telephone Operator 720-960 4 4 
92 Office Boy 420-660 2 - 2 
Ke 4, 

9 9 


79 EF Machinist Foreman P.R. 
78 & Wachinist P.R. : 
B Carpenter PLR. _2 fe 


Mt 


‘ 
att 
4 mee ith 


ita it 
a 


bor S heath 

onreiart, feng? rates "of chmaat for the ‘eorginae of By pty 
, es govern game; is respon- 

Peps rout and Leeds a rr servi ears; 


nipol oe caiatien there. 

or pide rel tie of. yey tal deductions for 

mon-performange o of yeti ‘a L eetios, and to perform other 
related work as required. 


19 


Number of Positions 


ition Glass @ Occupied Yacant Total 


52-53 Chief Superintendent of Dh ae 
Railway Mail Service $4, 320-5, 220 


19,22 Chief Clerk 5,120-3, 720 
56-59 Head Clerk 2,580-3,000 
148 Principal Clerk 1, 920-2,400 
162-165 Senior Postal Clerk 1, 860-2 ,040 
o& Clerk, Grade 4 1,620-1, 920 
36 Clerk, Grade % 1, 380-1,620 
37 Clerk, Grade 2 1,080-1,380 
168 Stenographer, Grade 3 1, 580-1, 620 
169 Stenographer, Grade 2 1,080-1, 380 


153-154 Railway Mail Clerk 1,080-1,800 1295 70 1363 
NC-Allowance: Mileage 


~ wD wD FY & & GG & YF 
f ' 
- wm @& BSB SE G&G G&G G&G FEF F 


il 


1316 72 1388 


Ps It is the function of this braneh to make re- _ 
commemations regarding postal rates, the classification 
of mail matter, the exclusion of matter from the mails, 
ete. Other functions are to have emrge of the inter- 
national postal relations and to carry on negotiations 
with the Postal Union, to develop public services such 
ae the prepayment of postage in cash, paroel post, spec~ 
ial delivery, ete., to deal with enquiries and complaints, 
to conduct correspondence, and issue instructions res- 
hia the above subjects and to perform other related 
worke ; wa 


19, 23-25 

56 ,61-64 
148 
34 
36 
37 
39 
169 
40 
161 
87 
92 


glass 

aeevenace, Font Office 
Junior Departmental 

Solicitor 
Chief Clerk 
Head Clerk 
Principal Clerk 
Clerk, Grade 4 
Glerk, Grade 3 

Clerk, Grade 2 
Clerk, Grade 1 
Stenographer, Grade 2 
Confidential Messenger 
Senior Messenger — 
Messenger 
Office Boy 


3,120-3, 720 
2, 520-3, 000 
1,920-2,400 
1,620~1,920 
1,380~1,620 
1,080~1, 580 

720~1, 020 
1080-1, 380 


720-1, 020 
420-660 


Number of Positions 
Range Occupied Vacant Total 
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Xe ca lit i wp. 
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abnnhacmiadlegaocing 


wee oe es ~ bodes wb all per 


Ae 


rae Sey 


a ‘ ie ' , 
a ee ee 


ition Glass 
50-52 Director of Staff and 
Postal Publicity $3, 720-4,620 1 “ A) 
69 P Head Translator 5, 060-3 ,420 1 ~ 
3, 420-3, 900 | 
166. P Senior Translator 1, 920-2 ,400 2 “ 2 
2, 280-2, 760 
191 P Translator 1,440-1,860 1 “ 1 
1,800-2,160 
56,65-66 Head Clerk . 2, 520-35 ,000 2 ~ 2 
148 Principal Clerk 1, 920-2,400 2 - 2 
34 Clerk, Grade 4 1,620-1,920 2 ~ 2 
36 Glerk, Grade 3 4 pA 5 
37 Clerk, Grade 2 e : | : " . 
39 Clerk, Grade 1 720-1,020 2 - 2 
168 Stenographer, Grade 3 1, 380-1, 620 2 - 2 
169 Stenographer, Grade 2 1, 080-1, 380 7 - 7 
170 Stenographer, Grade 1 720~-1,020 T 1 - > a | 
193 Typist, Grade 2 1,080-1,380 : ‘ ig ry 
194 Typist, Grade 1 720-1,020 ‘ : ° ‘ : 
“9 “aa ee 2 ‘ 2 
185-186 Supervisor of Rest Room 720~1,020 1 - 1 
43 B 45 


Rie’ e eevee etttets 


. 
it The Hi 
bPMRGH Ii iat 


nan 
~_——_. 
a 
-— « 


P apehs. Sentara Drafteman 


Aasistant Chief Superinten- 
dent, Post TEED Service 


Assistant heen Postmaster 


General and General Super-. 


intendent of Postal Ser- 
vice 


Assistant Postal Purchasing | 


Agent and Storekeeper 


Assistant Postmaster, 
Grade 12 Office 


Assistant Postmaster, 
Grade 11 Office 


Assistant Postmaster, 
Grade 10 Office 


\ 


4ssistant Postmaster, 
Grade 9 Office , 


Assistant Postmaster, 
Grade 64 Office 


Assistant Postmaster, 
Grade 8 Office 


Assistant Postmaster, 
Grade 7 Office 


Postal Service 


Post FEEASS Rerrice 


weehed. aiveiee 
Post Office Service 


Equipment and Supply 


Postal Service 
ee eenee Service 
aff Post office 


Postal Service 


Post Office Service 
Staff Post Office 


‘widies Service 
Post Office 


Staff Post office 


Postal Service 
Post Office Service 
Staff Post Office 


Postal Service 
Post Office Service 
Staff Post Office 


Postal Service 
Post Office Service 
Staff Post Office 


Postal Service 
Post Office Service 
Staff Post orfice 


1 


Assistant Poatwaster, 
Grade 6 Office 


Assistant Postmaster, 
Grade 5 Office 


Assistant Postmaster, 
Grade 4 Office 


AgSB8istant Postmaster, 


Grade 3 Office 


Postal Service 
Post Office Service 
Staff Post Office 


Postal Service 
Pest Office Service 
Svaff Post Office 


Postal Service 
Post O6th 09 Bervice 
Staff Post Offices 


Postal Service 
Post Office Service 
Staff Post office 


Assistants Private Secretary Administrative 


Carpenter 


Chauffeur 
Ghief Clerk 


Chief Inspector, 
Service 


Chief Superintendent, air 


Mail Service 


Chief? Superintendent of 


Post Office Service 


Chief Superintendent of 


Railway Mail Service 


Postal Service 
~~ Office Service 


ff Post Office 
Administrative 
and Supply 
isial 
freer Order 
Postal Service 
Railway Mail. 


Seoretary Aadminis- 
trative 


Postel Service 
Inspection 


Postal o: Forvace 
Air Ma 


Postal Service 
Post seins adie 


Postel Service 
Railway Mail 


16 


16 


2 
© 
2 
- 
1 
1 


Class Ooeu eupied Viens rote 
Clerk, Grade 4 2 - 2 
5 - 5 
5 - 3 
4 - oh 
25 2 a7 
“ 1 4, 
2 - 2 
il ~ 11. 
3 - 3 
4 - 4 
& ~ 4 
2 1L 3 
2 “ ob 
Rg ~ & 
10 “ 10 
13 “ is 
3 “ 3 
trative 3 ~- 3 
poet and Publicity 2 - 2 
E ami. aptrative L ~ bE, 
Clerk, Grade 3 19 2 i3 
2 “= 2 
2 ~ 2 
44 12 56. 
10 od LO 
46 o 49 
3 ” 3 
Savings Bank 6 os 6 
Mail Contracts ‘a 1 5 
Postal Service 
Air Mail | L - d 
Inspection 3 2 5. 
Post Office Service 11 i 12 
Staff Post Office 5 1 6. 
Railway Mail 1 1 2 
Secretary Admini s- | 
trative 4 ~ 4. 
Staff and Publicity 4 1 5 
Glerk, Grade 2 Equipment and Supply we 1 it | 
Financial : 
Administrative 3 ~ traps’ 


Class 


Clerk, Grade 2 (Continued) 


Clerk, Grade 1 


Confidential Messenger 


10 
a2 
6 
AS 
17 
20 


pe etion 

Postal District 
Offices 

Post Office Service 


Tt 

Staff Post Office " 
Railway Mail 
Seoretary Admini s- 
trative 
Staff and Publicity . 
Administrative 
Financial 

ecm ry Stee hey 

diture 


SPRUE KO - MHA REGHOM ~rw wo 


Inspection 

Pest Office Service 
Staff Post Office 

Seeretary Adminis- 


trative 
Staff and Publicity 


Administrative 
Financial 


Savings Bank 
Postal Service 

Inspection 
Secretary Adminis- 

trative 
Administrative 
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1 


i 


ft t Get 3} 


we oe 


‘ 


ae | 7 
= te ee eT ee ee Pagan a e sho aakdeheo “38 aoSBoeabS 


sc a 
Grade ‘ 


RST ESR ARATE 
Grade 4 


PEE MGs. ASeoMRtany, 


Departmental accountant, 
Grade 2 


Departmental Accountant, 
Grade 1 


Deputy Postmaster General 


Director of Staff and 
Postal Publicity 


5 


Financial 
Money Order 
Revenue 


Pinancial . 
Maney Sater 
Savings Bank 


"Post ‘Oftice s Service 
Staff Post Office 


Savings Bank 

Postal Service 

Post Office Serfice 
Staff Post Office 


Administrative 


Staff and Publicity 


he 
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& 
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ee ot a oe 
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dl ool edd 
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Class 


District Examiner, Postal 
Serviee oy > 


District Superintendent of 
Postal Service 


Drafteman 


Head Clerk — 


Head Postal Clerk 


Head Translator 


Inspector of Postal 
Services 


Junior Departmental 
Selicitor 


Junior Draftsman 


Postal. Service } 
Postal District 
Offices 


Postal Service 
Test Uicies Saxuien 
Staff Post Office 


“het at St 

Secretary Adminis- 
trative 

Staff and Publicity 

Postal Servi 

Postal bistriat 
Offices . 


Post Office Service 
Staff Post Office 


Staff and Publicity 


Postal Service 
Postal District 
Offices 


Secretary Adminis- 
trative 


Postal Service 
Post Office Service 
Staff Post Office 
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Class 
Junior Translator 


Letter Carrier | 


Letter Carrier Overseer 


Letter Carrier Superinten- 
dent 


Letter Carrier Supervisor 
Machinist 
Machinist Foreman 


Mail Porter 


Map Draftsman 
Mechanical Draftsman 


Mechanseas meee Post 


Messenger 


Insp eetion 


Postal Service 
Post Offite Service 
rere al Post Office 


2,859 
t 6 


Poutal Steeide 


Post Office Service 
Staff Post Office 


Postal Service 
Post Office Service 
Staff Post Office 


Postal Service | 
Post Office Service 
Staff Post Office 


Pestal service 
Pest Office Service 
Staff Post Office 


Postal Service | 
Post Office Service 
Btaff Post Office 


Postal Service 
Postal District 
Offices 
Post Office Service 
Staff Post Office 


Postal Rervies 

Post Office Service 
Postal Service 

Pest Office Service 


Administrative 


Postal Service 


Inspection 


28 
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Class 


Messenger (Continued) 


Night Postal Superintendent, 
Grade Th ‘Post Office 


Night Postal Supervisor 


Office Appliance Operator, 
Grade 3 


Office Appliance Operator, 
Grade 2 


Offiee Boy 


Packer and Helper 


Postal Chauffeur 


Seoretary adminis : 
trative 


Postal Service 
Post Office Service 


Staff Post Office 2 


Postal Service 
Post Office Service 
Rasjcah Fost Office 3 


Zquipnent and supply 
“salary Warrant 


eee 


qui pment ant Supply 
Financial 

uixpenditure 

Money Order 


Postal Note | 
Salary Jarrant 
Sav 


ge Bank 
Staff af Publicity — 


Financial 
Administrative 


wear 


Hoe 


Service 
‘Postal District 
Offices 
Post Office Service 
Staff Post Office 
Secretary Adminis- | 
trative : 


Equipment and Gupply 
Financial 
Postage Stamp 


Administrative 

Postal Service 
Postal District 
Offices 


a @ FY Bret 
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Occupied VYacan é teak 


a ae 
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Postal Chauffeur (Continued) — Bsr 


Office 3S oe 
ngeatt Post oftice 54 - 54 
* 3 ha Tt 3 
Postal Claims Examine 
i ~ ‘L 
Postal Clerk 
Inspec ~ 12 
Postal 2 
Offices” v 155 é 161 
Post Office noch 
‘Start : st. 
eee 8 3,078 
- Ti 


Postel Clerk, Dawson Postal dervice © 
Post Office Service | 
Staff Post Offices 5 ‘ 3 


Postal Garage Foreman Postal gervice 
Post Office Service 
Staff Post Office 2 - 2 
Postal Garage Repairman Postal Service : 
| Poat Office Service | 
Staff Post Office 7 - 7 


Postal Garage Superintendent Postal 3ervice 
Post Office réivhee ! | 
Steff Post Offices 1 - - 


Postal Garage Supervisor Postal Service 


Post Office Service 
, Staff Post Office 1 - a | 
Postal Helper Postal Sergice 
Post Office Service 
Start Pout Offiec 776 7 733 
! T 626 ~ T 626 
Part Time } : 258 = 258 


Postal Information Clerk Postal Service 
| Post Office Service 


Staff Post Office i] ~ 9 
(over) 


tao taobaetabcogst egated Lad aot 


Toe ly Toque egated Latedt 


| weqlek Letnot 


Ss emt tae ae 
i noltameoinl Lat oot 


Glass 


Postmaster, Atlin 
Postmaster, Dawson 


Postmaster, 


Postmaster, fort Resolution 
Postmaster, Grade 12 Office 
Postmaster, Grade ll Office 
Postmaster, Grade 10 Office 
Postmaster, Grade 9 Office 
Postmaster, Grade GA Office 
Postmaster, Grade 8 Office 
Postmaster, Grade 7 Office 


Postmaster, Grade 6 Office 


Postal Service 
Post Office Service 
Revenue Post Office 


Postal Service 
"Post Office Service 
Staff ff Post Office 


Postal Service 
Post Office Service 
Rever ue Post “Office 


Postal gervioe 
Post Office Service 
Revenue Post Offic 


Postal Service 
Post Office Service 
Staff Post Office 


Postal Service 
Post Office Services 
Staff Post Office 


ghey Service 
Post Gffice Service 
Staff Post Office 


Postal Service 
Fost Office Service 
Staff Post Office. 


Postal Service 
Post Office Service 
Staff Post Office 


Postal Service 
Post Office 
Staff Post Office 


Postal Service 
Post Office Service 
Staff Post Office 


Postal Service 
Post Office Service 
Staff Post Office 
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Postmaster, Grade 5 Office 


Postmaster, Grade 4 Office 


Postmaster, Grade 3 Office 
Postmaster, Grade 2 Office 
Postmaster, Grate 4 Offiee 
Postmaster, Keno Hill 
Postmaster, Prince Rupert 


Postmaster, White Horse 


bi 


Postal Service 
Post Office abbvice 
iteff Post Office 


Postal Service — 
Post Office Service 
Staff Post Office 


Postal Service 
Post Office Service 
Staff Post Office 4 - 4 


Pestal Servic 
Post ‘Office "savvied 
Revenue Pest Office 


Pos tal Service 
Post Office dervite 
Revenue Post Office 


Postal Servies 
Pest Office Service 


18 1 1g 


See note 


See note 


Revenue Post Office 1 - L 
Postal Service 
Post Office Service 
Staff Post Office 1 - 1 
Postal Service 
Post: Office Service | 
Start yee Office i - 4 
Equi; 8 “ 8 
“Ep 3 - 3 
Mone: 4 1 5 
Sal 1 - = 
2 - ba 2 
on L “ 1 
air 2 7 2 
: 5 “= 5 
Post Oftios Service §& ~ 5 
Steff Post Office 4 ~ a 
Railway Maii S “ S » 
Secretary Adminis- 
trative 3 a 3 
Steff and utaasmued bs a 2 
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Principal Postal Olerk 


Principal Transfer agent 

Private Secretary 
Railway Mail Clerk 
Secretary Clerk 
Seoretary, Post Office 
Department 


Senior Draft 


Senior Letter Carrier 


Senior Mail Porter 


Senior Messenger 


Senior Postal Clerk 


Senior Translator 


Special Post Office In- 
vestigater 


Post Office Service 
Staff Post Office 61 


Pos tal e 
Post orsicg. Gurvine 
Staff Post Office 2 


Administrative 1 


Postal Servi 
fat iway Mail 1,295 


Administrative 1 


Postal | 
Post office 3 Service 2 
Pesta Service 


82 


Poa tal Service 
Post Offiee gervice _ 
Staff Post office 37 


Postal Services 
Inspection 2 
Postal eerie 

Office 67 


Post office Service 
Staff Post Office we 

Railway Mail 

Staff and Publicity 2 


Postal Service 
Inspection i 


tw re 


12 


1,363 


82 


37 


thol® Lstact cotase 


x 


Qiass 


Stenographer, Grade 3 


Stenographer, Grade 2 


Stenographer, Grade 1 


Sub Postmaster, Accounting 


| Postal Service 
ide i 


13 


Administrative 
Be siymans and Supply 


admi, istrative | 
Money Order 
Revenue 

Weil Contracts 
hc oop Service 


Inspection _ 
geben District 


Post Office Service 
Staff Post Office 

Railway Meili 

Staff and Publicity 


administrative | 
ate end Supply 


“Administrative 
Mail Contrasts 


3 
, 2 
i 
1 
1 
1 
2 
13 
4 
4 
2 
2 


ot 


a 
e pee 


on" hs otion 
Postal District 
Offices 
Post Office Servi ce 


‘staff Post Office 


Railway Mail 
Seoretary Adminis. 
trative 
Steff uk mga 
Administrative 


| 
was neon o 


Postal Service 
Post Office Service 
Staff Post Office 


Staff and Publicity 
Postal Service 


Post Office Servios 
Revenue Post Office 
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14 


clae 


2 aa a ara Non-Account- 


Postal e 
Fost office Service 
mue Fost Office Bee note 


Superintendent, Financial Ti 
on a Post Office Depart- 


Administrative 1 mn 1 


Superintendent, Money Order 
Branch 


Money Order 1. - i 
Seicetnbenkens of Equipment ae 


and Supply aveneh Post cay COM | 
Office Dep Equipment and Supply 1 — 1 
Superintendent of Mail | | 
Contracts Mail Contracts 1 o i 
Superintendent of Mails, 
Grade 12 Poat Office Postal Service 
Post Office Service | | 
Staff Post Office 4 - & 
Superintendent, Secretarial : 
Branch, Grade 12 Post 
Office Postal Service 
Post Office Service 
Staff Post Office 2 - 2 
ervisor, Inspection 
ye tad ps Postal Service 
Inspection 1 ~ 
Supervisor, Mail Contracts Mail Contracts 2 - 
Supervisor of Mails Postal Service 
Post Office Service 
| Staff Post Office 21 ~ 21 
Supervisor of Rest Room Staff and Publicity iL oa 1 
Supervisor, Post Office Se | | 
Service Postal Service 
Post Office Services @% = 3 
(over) 
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Class 


Telephone Operator 


Translator 
Truckman 


Typist, Grade 2 


Typist, Grade 1 


Watebman 


Postal Service 
Post Office Service 
Staff Post Office 4 


Staff and Publicity 1 
Financial 


Money Order 
Postal Note 


to 


3 
He 


Post office "Service 
Staff Post Office 
Staff ane Publicity 


3 soa 
awe he pb 


Postal Service 
Inspection ? 1 
Steff and Publicity i : 


Postal 
Post Office Service 
Statt Post Office 7 


11,820 
Total -~- Professional - 10 
Exempt ~- &1 
Temporary ~ 671 
Time - £255 
Seasonal - Wil 


RRS TERN 


231 


NOTE: alg nc to the above there-are the follow- 


stmasters and Sub-Postmasters whose 


gomponsation is based on the amount of revenue 
received and the work performed by the office. 


The positions, where the revenue does not 
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Glass 


exceed $400 per annum, are exempt: 


Postmaster, Grade @2 Office Postal Ser 
| Post Office ‘ferden 
Revenue Post Office 


5,487 
F161 


Postmaster, Grade 1 Office Postal 
Post erties. aeevine 

Revenue Post Office 

$, 873 

t 178 


Seb FOStNRe Lee, ASSURING | 
Office Postel Service 
Post Offices Service 
Revenue Post Office 
559 
T 13 

Sub-Postmaster, Non- 
Agoounting Pes tal 


Post erties” Service 
Revenue Post Office 


: : ” 
; ; : nal ky 
a 7 j 4 : : 
oy : y : oh eer 
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é 
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Under supervision, to draw architecturl plans 
buildings and other structures; and to per- 


and sketohes of | 
| form other related work as age igned. 


| Education equivalent te high school graduation; 
either attendance for two years at a sehool of architeocture 
of recognized standing with one year of subsequent exporitonce 
in 6n arehitect's office, or three years of experience in an 
architeot's office; ability to make neat, Complete, and . 
accurate plans from sketches or notes. | 


Ammual: $1,500 1,560 1,620 1,680 1,746 1,800 — 


Certified Correct ~- Deputy Ministers 
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fo assist the Chief Superintentient of Post Office 
Service in the general supervision of the staff and work of the 
post office division of the Postal Service Branch; to assist 
in supervising the arrmging for quarters and equipment of post 
offices and postal stations ani the work of establishing, 
discontimuing, transferring, consolidating and Changing names, 
status and sites of post offices, postal stations and sub 
post i Har wage to formate and pase on policy ani Legislation 
involved in the ¢onduct of post offices and staff; to prepare 
and value @¢xamination papers on postal service regulations A 
procedure and practices, and to perform other related work _ 
as required. | a | 


ee 


Anmanl: $3,420 %,600 3,780 5,960 


Approved -- Civil Service Commission 
Certified Correct -- Deputy Minister. 
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ASSIS Ae DEPUTY 1 POSTMASTER GENERAL AND 


ENT OF pone SERVICE 


Under the direction of the Demat Postmaster General 
to have charge of all matters involved in the eatablishnent 
and maintenance of service for the handling of mail throughout 
Canada, a eonduet of investigations and performance of special 
assignments in connection with any activities of the Post Office 
| De par taoet outside Ottawa, aul the detection and prosecution 
of freuis ani irregularities im connection with any postal 
matters; to su se 


ie 


pervise the work and employees of the Postal 
Service Branch at Ottawa and of the offices of district su per- 
intendents of Postal Service, Post offices, railway post offices, 
and apg ag rareal ani etage routes; to decide questions 
relat: the handling of matl thet do not requize action by 
the De a “postmaster Gene ral; te aasist the Deputy Postreaater - 
General in the performance of his duties ani to perform other 
ve la ted Work as required. 


ita 


Penentiion equivalent to “ nh school graduation, 
and preferably university training; , least ten years of 3 
experience in postal work In a eaaition: of high administrative — 
responsibility involv ing supervision of the handling of postal 
affaires, at least three years of which shall have been in a 
position equivalent to that of head of a division in the 
Postal Service Branch, or that of Distriet Superintendent of 
Postal Service; thorough familiarity with ail phasea of mail 
handling operations; the highest degree ef executive and 


organizing sbility. 


OMPERSATTON: 


Pe tivccmeent kt a chil 


Apaual: 95,400 6,700 


Approved -- Civil Service Comni aston 
Demty's Deseription -- Overs Rear hg 
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. Land water Yo: andling of mail throughout 
Canada, to have fell control of, | und ivided. — 
pons ibi2 Cana ihe 


| _. Béusation equivalent to high school gradustion, and 
preferably wiiversity training; — ue tease ten years of 6x~- 
perience in postal work in © position of high administrative 
respons ibility involv ing supervision of the handling of postal 
affaires, &t least three years of which shall have been in a 

pos ition equivalent te that of head of a division in the Postal 
Service Branch, or that of Distriet Superintendent of Postal — 
Service; thorough familiarity with all phases of mail handling 
operations; familiarity with questions releting te aviation, Ah 
marked business acumen and aptitude for conducting negotiations; 
the highest degree of executive and organizing ability. . Gy 
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DEFINITION OF CLASS: 


fo assiat the Postal Purchasing Agent ani 
Storexeeper in the purchase, custody, issue ani inspection 
of all articles and matertale of mail, mnt yaet va oa 

for the Fost Office Department, excepting printing and 

stationery; in some cases to prepare calls for bentern, 
mke out specifications and award eont raat 385 ) 
 vpesponsible for keeping on hand a sufficient og of 
mail. equipment to meet the requirements of the service; 
to act for the Postal Purchasing Agent ani Storekeeper 


Ee 
im his absence; and to perform other related work as 
required. 


| i Asan ion Bie ih gas to high school geen 
Th ak Least three years of experience in the purchase an 

storage of postal equipment; thorough imowl edge of prison 
oe ticles of mail equipment aud familiarity with purchas- 

dng methods and markets; integrity; familiarity with modern 
office practice and storekeeping system; supervisory ability; 
tact, good judgment. 


COMPENS A. TX OR s 
Anmaal: $2,220 2,340 2,460 2,520 


Approved -- Civil Service Commission 
Certified Correst-~ Deputy Ministers — 
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_ . . Education equivalent to high sehool graduation and 
preferably university training; at least six years of expe- 
Tience in an administrative or supervisory capacity in a city 

post office or in postal work of equivalent character and standard, 
at least three years of which shall have been in an igportant 
administrative or supervisory position; administrative and 
supervisory ability of a high order; tact, @ od address and 
ability to meet thé public. 


COMPENSATION: 
Amnual: $2960 $4140 44320. 


Approved -- Civil service Commission 
Certified Correct -- Deputy Minister. 
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me heave supervision, wu under the Postmaster, over the 

staff of a Grade 11 Post Office; to arrange hours, allot tasks 
and maintain discipline; to issue instPuctionsa to secure prompt 
and expeditious handling of mail matter; to investigate com- 
plaints as to gaged from a postal employees or from the gene- 
ral public and make adjustments when found hg tagetes or necessary; 
to act for the Postmaster in pad sided and _ me, BESSA eOP 
saat work as RPRBL EOE 


Education equivalent to high school graduation and 
preferably university training; et least six years of experience 
i uiministrative or supervisory eapacity in a city post 
office er postal experience of equivalent character and standard, 
at least two years of which shall have been in an important ad- — 
ministrative or supervisory position; administrative and super- 
bein ability; teak, pod address and Wicicnck to meet the pubbic. 


COMPENSATION : 
Annual: $5540 $5720 $5900. 


Approved-Civil Service Commission 
Gertified Correct -- Deputy Minister, 
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To have supervision, under the Postmaster, over the 
staff of a Grade 10 Post Office; to arrange hours, allot taske 
and maintein discipline; to issue instructions to secure prompt 
ané expeditious handling of mail matter; to investigate com- 
plaints as to service from postal employees or from the general. 
public and make adjustments when found desirable or necessary; 
to act for the Postmaster in his absence; and to perform other 
related work as required, 


_. Education equivelent to high school graduation and 
preferably university training; at least six years of postal 
experience in an administrative or supervisory capacity in a 
city post office or postal experience of equivalent character 
and standard at least one year of which shbll have been in an 
important administrative or supermisory position; administra- 
tive and supervisory ability; tact, good address and ability 
te meet the public. 


COMPENSATION: 
Annual: $3540 $3720 $3900. 


Approved-- Civil Service Commission _ 
Certified Correct -- Deputy Minister, — 
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Education equivalent to high school yeaduation and 
preferably university training; at least six years of postal . 
experience in an administrative or supervisory capacity in a 
city post office or postal experience of equivalent character 
and standard; administrative and supervisory ability; tact, 
good address and ability to meet the public, 


Amuel: @§4480 $3600 43980. 


Approved -- Civih Service Commission 


Certified Correct -- Deputy Minister, — 
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fo have supervision, under the Postmaster, over the 
staff of a Grade 8A office; to arrange hours, allot tasks and 
er ceccatieeer Giabite issue fastructions to secure orompt 
and expeditious handling of mail matter; to investigate com- 


plaints as to service from postal employees or from the gene- — 


ral public and make adjustments when found desirable or ne- 
cessary; to act for the Postmaster in his absence; and to 
perform other related work as required, 


QUALIFICATIONS: 


Education equivalent to high school graduation; at 


least six years of postal experience in a supervisory capacity 
in 4 city post office or in postal work of equivalent character 


and steniard; administretive ability; tact, good address and 
ability to meet the public. 


Annual: $3180 $2300 $3420. 


Approved -- Civil Service Commission 
Certified Correct -- Deputy Minister, | 


pervision, under the Postmaster, over the 
ost Office; to arrange hours, allot tasks 
ne; to issue inetructions to secure prompt 


Education equivalent to high sehool graduation; at 
least six years of postal experience in a supervisory capacity 
in a city Pest Office or in postal work of equivalent character | 
and standard; sdministrative ability; tact, good address and 


ability to meet the public. 


Annuel: $2680 35000 3120. 


Approved -- Civil Service Commission — 
Certified Correct -- Deputy Minister. 
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fo have supervision, under the Postmaster, over the 
staff of a Grade 7 Post Office; to arrange hours, allot tasks 
and maintain discipline; to issue instructions to secure prompt 
and expeditious handling of mail matter; to investigate com-.. 
plaints as to service from postal employees or from the general 
public and make adjustments when found desirable or necessary; 
to act for the Postmaster in his absence; and to perform other 
related work as required. . . | | viva ep tit 


, Education equivalent to high school graduation; at 

least five years of postal experience in a supervisory capacity 
in city post office work or in postal work of equivalent character 
and standard; administrative ability;.tact, good address and 
ability to meet the public. 


COMPENSATION: 
Annual; $2580 $2700 $2620, 


Approved -- Civil service Commission 
Certified Gorrect -- Deputy Minister, 
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"fo Wibod alae thdiee. under’ the Pos tiaster over the 
statt of a Grade 6 Post Office; to arrange postmnstery ove tasks 
and maintain discipline; to issue instructions to secure prompt 
and expeditious handling of mail matter; to investigate com- 
plaints as to service from postal employees or from the general 
public and make adjustments when found ¢esirable or necessary; 
to act for the Postmaster in his absence; and to perform other 


related work as required. 


QUALIFIASI ONS 


e ek eni ds Ga perretrer to nigh dieting eeubunttody: at 
least four years of postal experience in a supervisory capa- 
city; administrative ability; tact, good address end ability 
to meet the public. 


Annual: $2340 $2460 $2580. 


Approved -- Civil Service Compission 
Certified Correct -- Deputy Minister, 
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To have. supervision, under the Postmaster, over the 
staff of a Grade 5 Post Office, to arrange hours, allot tasks 
and maintain discipline; to issue instructions to secure prompt 
and expeditious handling of mail matter; to investigate com- 
Plaints as to service from postal employees or from the gene- 
ral public and make adjustments when found desirable or neces- 
sery; to act for the Postmaster in his absence; and to perform 
other related work as required. — He ia m if 3 


Education equivalent to high school graduation; at 

least three years of postal experience in a supervisory capa- 
city; trustworthiness and administrative ability; tact, good 

address and ability to meet the public. 


Annual: $2220 $2840. $2400. 


Approved -- Civil Service Comuission 
Certified Correct -- Deputy Minister, 
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| » have supervision, under the Postmaster, over the 
staff of a Grade 4 Post Office; to arrange hours, allot tasks 
and maintain discipline; to issue instructions to secure prompt 
and expeditious handling of mail matter; to investigate con- 


plaints as to service from postal employees or from the general 
public and make adjustments when found desirable or necessary; 

to act for the Postmaster in his absence; and to perform other 

related work as recuired. 


QUALI VICATION 


Education equivalent to high school graduation; at 
ieast two years of postal experience in a supervisory capacity; 
trustworthiness and supervisory ability; tact, good address 
and ability to meet the public, 


iS: 


COMPENSATION pee pes 
Annual; $2100 $2220. 


Approved -- Civil Service Commission 
Certified Correct -~- Deputy Minister, 
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To have supervision, under the Postmaster, over the 
staff of a Grade % Post Office; to arrange hours, allot tasks — 
and maintain discipline; to issue instructions to seeure prompt 
and expeditious handling of mail matter; to investigate com- 
Plaints as to service from postal employees or from the general 
publie and make adjustments when found desirable or necessary; 
to act for the Postmaster in his absence; and to perform other 
related work as required, , | 


UALIFICATIONS : 

Education equivalent to high school graduation; at 
least two years of postal experience; tact, good address and 
ability to meet the public. | 


Annual: $1860 $1980 2040, 


Approved -~ Civil Service Commission 
Certified Correct -- Deputy Minister, 
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To sashes in handling the official correspondence 
of the Postmaster General; to have cha rge of the immediate 
staff of the Postmaster General; to prepare gpecial reports 


and in general toe act ag assistant be ‘the P Private Beerevary 
on am duties as ola elie | 


Bdueat ion ecntvalent to high school graduations 
siaraakiy with university training; some experiense in a. 


secretarial capacity; a high onler of intelligence; tact; 
good judgment; ability to deal With employees and the 
public; good address; a good command of both languages. 


Determined by Governor General in Coungil. 
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{ POST OFFICE) 


DEFINITION OF GLASS: 


a irection,. to drive and eare for a 


passenger grewbilay. ae ake mens omer Helated, work 
as required. 


. . neti es shool elucation; at least two years 
of experience in ar iving and gearing for jassenger auto- 
mobiles; a chauffeur's license, carefulness; good 

orenteny and HOR Eh, rama good phyaiea 0 condi tions 


war? é ‘ 


Annual: Prevailing Ratea. 
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To gupervise a large group of clerical employees 
mgaged in clerical work requiring eonsiderable specialization 
and knowledge of clerical methods, or to take charge of a 
large administrative unit requiring the exercise of a high 
onier of independent judgment and ¢iseretion; and to perfo rm 


other related work as required. 


QUALIFICATIONS: 


| Education equivalent to high school graduation, and 
preferably university training; at least four years of 
cleriqul experience in a supervisory capacity; wide knowledge 
of mogern office practice; a high degree of specialiged 
knowledge of the clerical work and procedure ef an organiz- 
ation; administrative ability of a high order, : 


COMPENSATION: 


Amal: $2,120 4,240 5,360 3,480 3, 60 


Approved, -~ Civil. Servee Commission 
Certified Correct for one position 
Deputy's Deseription for vii positions-- 
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2 sapere nd ordering “ ei eer et gut 
pear po ationery furnished to the entire po 
service in response to requisitions for (a) stock forms © 

. Supplies ant BR giiet articles of either class, in- 
yelving a thorough techni ol knowledge of printing, | ‘binding, 


ops eeEE the editing of all requisitions for 
pri nted non es and etationery. 


vine ¢ the. distribution to the 76 wie’ sere 
vies of pila} supp less 

to supervise. the maintenance "% eee ¢ necounting 
system of the sec niet and Supply Branch, £ 
recorded every purchase made by the eco May through thet 
a dnaadens totalling about one and one-half million dollars 


) fo supervise the maintenance of the record of 
supplies purchased by the Branch and ijeuued to the services 


) Era eryere equivalent to high school graduation 
and preferably university training; ®t least five years ex- 
perience in a supervisory opacity im the Equipment and Supply 
Braneh, wide knowledge of accounting methods; a high degree 
of teehniesl knowledge relative to printing and stationery; 
administrative ability of a high order. 
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, Te supervise the purchase under tender ani contract or 
by direct purghase, of 211 supplies for the postal service, 
other than printing and atationery, some of the more important 
of which are cotton duck material of various classes for, and the 
manufacture of, mail bags, locks for mail bags, street letter 
boxes, ¢tc., material for and the manufacture of uniforma for 
over 4000 uniformed gt! iy street letter boxes, parcel 
receptacles and rural mail bexes; motor vehicle equipment of 
the various classes used in the postal service; steal, brass, 
rabber ang other stamps of many kinds, to which mst be added 
a wide variety of other supplies purehased in lesser volume, 
ail involving 4 technical mmowledge of the quality and usages 
of the various metals such as bronze, brass, iron ( grey and — 
gaivanized), tin, copper, ete., serge, melton, frieze, flannel 
and other saterials for uniforms. There is also necessary 

a thorough knowledge of (a) market prices of all materials 
used in the service, (>) specifications, issue of teniers, 
contracts and tgreements, technicalities and eustome in the 
namifacture and workmanship of articles, inapection ani accept- 
anee of supplies of 411 kinds. 


| Education equivalent to high school graduation and 
referably university training; at Least five years experience 
S a supervisory ospacity in the Equipment and Supply Branch; 

& high degree of technical knowledge of materials entering 
inte the various kinds of supplies for the Postal Service; 

administrative ability of a high omer. 
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DEFINTETON OF CLASS: 


To @agist the Chief rhea ga in the ad- 
ministration of the Railway Mail vervice, act for him in 
his absence and represent him in the field when required. 


Education equivalent to high school 


| | ) L graduation, 
and W seicbeiy ed university training; at least five years 
Of olerigal experience in a supervisory capacity; wide 
knowledge of Departmental pro cedure; administrative and 
ofga nizing podngiels of @ high order; familiarity with 
transportation methods ani practices; good judem 
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_ fo have general gupervieion over the fungtions 
of (a) the Domestic Nafis Division ani (bh) the International 
Maile Division, reapeotively, of the Administrative Branch, 


as eet forth below | : 
fo not as asgisteant te the Secretary and to 


take the latter's place when absent for extended periods at 
Postal Union Congresees, as was the case during 192- 


QUALIVICAt TONS: 


high omer, 7 
The Domest ic tie 11.3 Divieion of the Adminiatrative | 
a with the conducting @ a1) cerrespondence and 


Branch ia charged with t Pare 
the isquing of instructions respect ing: 


| Classification of mail matter; postal rates; 
modes of packing mail matter; Limitations of sise and weight; 
authorigation ani safeguarding of franking wivileges; suthor 
igation ant safeguarding of statutory walling pivileges for 
newapepers and periodicals including foreign newspapers and, 
perivdifeals eatled im Canstajy authorizing ant sareguarding of 
postage-paid-inegash and of preeancelled peatage stamps. 
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Development of public services auth as prepayment of 
ostage in cash, parcel post, special delivery, ete.; intro- 
uotion of new services for the benef it of business firms and 
the public generally which are oaleulated to facilitate 
mailings am alao inerense the postal reveme; together with 


~ preparatory work in comection with the development and 
xtension of any phase of postal worke | 

: Preparat ton ef the Postmast er General's Annual Report; 
boa tom ae official Postal Guide and monthly supplements 


Issuing of all permits or Licenses in regpeet of the use 
of postage meter or cash register machines for the prepayment 
of postage or the gale ef postage stamps to the pudlice 


: Ad juste ent of elaine from the rel jie against the peatal 
er ae in consequence of any accident caused by a post office 
vehicle. iat ) 


“Preparation of answers to questions asked in Parliament 
and the preparation of parliamentary returns. 

fhe International Mails Division of the Admini strative 
Brench 1s emrged with the conducting of all correspondence, 
ani the issuing of instructions respecting; - 


Fostal Union Congresses or other interns tional postal 
gatherings to change or amend. international postel jaws and 
regul at ionte i 


International postal services ino tlad ing intermtional 

pareel post services governed 0, Universal Postal Union 

Convention or by separate posta conventions ané agreements ; 
(except Money Order Agreements) with other gountries, and the v4 
regulations for their execution; classification ef international — 
mail matter, international postal yates, international postal A 
procedure, exohangs of international mails, ocean transportation — 
of internetional mails from Canada, G16. 


International registered, insured and O.0.D. services; — 
all international eases involv ing losses, abstractions, delaye 
misseniings, @tc., and the ad justment of indemnity claims in 
relation thereto. 


fhe taking of statistics and preparation of accounts 
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for submission to other countries to determine the balance 
due from or to them in respect of maritime ani land transit 
of international mafle, including international parcel post. 


The establishment of international air mil services, 
the fixing of internati onal air mail rates, and the taking 
of statistics and preparation of accounts with other countries 
in connection with int érnational air nes 1. services. 


Fraudulent or other matter i a i in the a 
notional mails. 


‘Fraudulent postage stamps on artidies of mat, to and 
from other countries. 


The taxing or rating ef heeled Gti Dlink mad. 
matter to and from other countries. 


fhe withdrawal of articles conveyed in the inter- 
national mails or changing the address of such articles. 


ALL eases relating to Pranking Notes. 


gay hires Refunds of postage on international mail (ordinary, 
registered, insu and GoOaDe de | 


Previn ven of Leteers end divdentes wm languages 
other than Pnglish ani French. 


fhe preparation of the International Mails Seetion — 
of the Annual Official Postal Guide and notices for the Monthly 
Supplements with respect to international mail services. 
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UALIFTOAN TONS: 


Hdues tion equivalent to high sehool graduation 
and preferably university training; at least five years of 
supervisory postal experience, preferably in connection 

with district administration; knowledge of postal practice 
ani procedure; administrative ability; tact; good judgment; 
ability to deal with employees and the public. — 


JOMPENSATION: - | | 
f imma: $4,820 4,620 4,920 6,220 


_Aperoved -- Civil Service Commission — 
Deputy *s Description-- Over. gee 
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DEFINITION OF CLASS: 


“Winder direction of the General Superintendent 
of Postal Service, to ge depts the work and eteff of the 
Inspection Division of the Postal Service Branch; to have 
charge of 411 matters relating to the staffs of the offices 
of District Superintendents of Postal Service, incluiing 
appointments, removals, and other changes, ami the ass ign- 
ment of cases and po sed {gion of inspection; to guaper vise 
the keeping of records of duepectiona, investigations and 
other work of district off lees; 0 supervise the conduct 

of work in Inspection Service ani Po shal Districts, relating 
to enquiries concerning lest, delayed or miseent mail ahaa 
thefts, robberies end forgeries; to be respons ible 
proper handling of dead etter and enquiry wrk throughout 
the Dominion; to act for the General Superintendent of 
Postel Service @s des ignated on matters pertaining to the 
Inspection Service; anc to perform other related work as 


QUALIFICATIONS: 


 Paugation equivalent to high school graduation 
and preferably univers! ty training; at least five years of 
guper yi yet | postal experienes, preferably in connection with 
district sdm aot pacha knowledge of postal practice and 
procedurs 3; administrative ability; tact and good jus gent; 
ability to deal with employees and the public. 
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Inder the direction of the dpstatant Deputy Post- 
master Genoral ani Generel Superintendent of Postal Service, — 
to supervise and Gireet the work end staff of the Air Mail 
Division of the Postal Service Bra - to have charge of — 
all matters relating to air mail s 
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ervice activities, in- 
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cluding the 3 avin out of air mail routes, the negot tations for, 


pe 


ing of contracts; to pass 


the preparation of ani the awardin : ) pass 

on @pplications for afr mail service; to supervise the keeping 
of recoris of afr services performed and the accounts for the 
traneprtation of mail by air; to reguiste the Amps ine of 
fines or deductions for the Rar ig we fed pig ef duties; to 
supervise the preparation of distribution lists and schedules 
for air mail services; to study and do research work in air 


mail agtivities; and to perform other related work as required. — 


TCATTONS: 


Edueation equivalent to high sehool gradwtion, and 
preferably university training; at least five years of postal 
experience in an administrative capacity, preferably in Air. 
Mail service; a thorough knowledge of postal practice and 
procedure; good knowledge of aviation ané air mail activities 
and developmaits; a knowledge of cost sos ganting; tact, good 
address and good judgment. — ed | 


Anrmel: $3,720 “4,020 4,820 4,620 


Approved -- Civil Service Commission 
De puty's Deseription -- Over. 
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master General and General Superintendent of Postel Service, 


the conveyance of ; mine 
img equipment and 
ioLlection of data | 
eovering aerial trensportation gomrally; to co-operate in the 
preparation of publicit terial relating to air mail activities 
if Ge . Postal Service as 
designated on matters pertaining to the Airy Mail Service; ani 


Bdueation equivalent to High School graduation, 
ani preferably University training; intimate knowledge of — 
aviation activities throughout the world, partiowlarly with 
regard to development and capacity of flying Graft and of | 
operating costs on mileage and weight bases, of necessary 
ground organiaations relative to landing fields, radio ee 
beacon, night lighting am meteorological services; Getatlea - 
yeswl oat ofair mail and post office poasdure 6m contract 
law; at least three years’ experionce in an administrative 
capacity with the Pos Offiee Department; a high degree of BEN 
orgenising ani administrative ability; tact, good jadgne nt oy 
and address. es 
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Unter the direst ion of the General i biiak ond ans 
of Postal Service, to have eharge of the work and staff of 
the Post Office Division of the. reste. Service Branch | 
uperintend e< the sos Anvaiwm in the ny and ehanes en 


di seontim | ¢ in name 
or site of pos’ 3 (te 
supervise the Fork invol ve ice 
and eontrel of starr A the postmasters; 
to arrange for suitable centtete 4 or Me ‘offiess and stations 
am see that they wily 6 pass on or 


2) pen; 
formulate the pol: ay ‘or sys ved in the conduct of 
post offices; to ogy sag with athas postal officials upon 
problems involved in the transportation of mail, ineluding 
eollection box services, parcel post and letter earr fer 
delivery services; toe act for the General Superintendent of 
Postal Serviee as denignateds, and to Ber EMER other related 


work a8 requirede 


“Baueat jon siivalead to high echool graduation, 
and preferably university training; at least five years 
ef postal ng igor im @ supervisory capacity, preferably 
in relation to post office work, a broad knowledge of postal 
methods am procedure; a high order of administrative ability; 
tact and ability te deal with employees and the publica 


COMPENSATION: 


Annual: $4,320 4,620 4,920 6, 220 


Approved -- Civil Service Comminaten, : 
Deputy's Deseription -- Over. i 
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| | Under the direction of the General Superintendent 
of Yostal Service t5 yen fim develop the opera ting 
tweedure in all Post 0 fices, Tiere ye as perder y ecuipnest 


of reveme Post ¢ oft lees ® super oie 

stare of the Post Off ies Serv ioe .,t2 tnvaat ay ony qustions 
pari to the werk of Post Offices in Gener +» to inspect the 
erformanee of work in ¢ City Post orr the ond itfons under 
which euwh work is per zo. med, snd i pc, gach ef justments as nay 
be necessa ets £9 Fo act for the General sy tb ge of Postal 
Serviee as deg ?8 perta: © the Post Off ie 
Service, ani to perform other related wo rk ag required. 


Fs Educa ti on Squivale nt to high school graduation, 
! rably university traind €; at least five years of 
POStal experience in a supervisory Cipaci ty, ery 

in relation to peat 3 Pepicag! & broad knowledge o £ postal 
methods and procedure high omer of administrative ability; 
tect and aikite Ge te dead with employees and the publie. 
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Mail Service Division of the Postal Serv tae BeNOR ts 
: ate auine oteaeis ment of transportation 


throughout the Service; te 


of the staff of "the Railway Mail Service; and to perform 
other related work as raquired. 


 - Béugation ig Serine to high sehool graduation and 
preferably university training; at least five years of 
postal | emence in an administrative capa ity, preferably 
in the railway mail service; thorough knowledge of postal 
practice and pro cedure; administrative ability; tect a 
ability to deal with the public, other officials and 

postal employ cege 


COMPENSATION : 
Amras'l: $4,820 4,620 4,920 5,220 


Approved -- Civil Service Gommi ss lon ) 
Deputy's Deseription -- Overe Rs 


DEFINITION OF CLASS: 


RGAE A ABT ALD ARLE LETS LLERL IE LL DIED ED, 


Postmaster General ami General Superintendent of ops Serv ice, 
to control the work and staff of the Railway Mail Service. To 


To be responsibie for the proper layout ani equip- 
ment of Postal Cars. 


| fo control statutory examinations of Post Office 
employees throughout the Postal bah ani the preparation 
of routing and aistribut ion sehemes (both domestic - inter- 
national standpoint) for the expedi tious haniling of mails. 


fo regulate the imposing of fines and deductions 
for non-performance of cuties ani Servi cd. 

fo act for the General Superintendent of Postal 
- a pa as designated on mtters pertaining to Railway Mail 
Servi ce 


to perform other related work as required. | 


preferably univers liy training; at east five years of 
ere experience in an admini strative capacity, preferably 
nm the railway mail service; thorough knowledge posta 
practice and procedure; | administrative ability; tact and 
ability to deal with the public, other officials and postal 
employees. 
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“fo yeton a&iffieuwlt or specialized clerical work 
involving the yom of considerable indepenient judgment; 
be responsible for performing 4 iff cult clerical operations 

avolving a specialized knowledge of gh rig eetiur 
policy, or to be penpensthi © Fae maintaining an important 

rpesicn of accounting, Ling, fling, correspondence, 

statistics, or other tie rtant ofsi oe Wonks %o supervise 
sary i engaged on the Beir or to supervise a ox : 
nunber of enployees engaged in general clerical work; and 
t -m other related work as required. 


ie 


Education equivalent to high sehool graduation 
with four years of experiaece in clerical work; supervisory 
ability or demonstrated ability to take eharge of specialized 
office work; thorough knowledge of modern office practice, 
taet and good judgment. 


Annusl: $1,620 1,680 1,740 1,800 1,860 1,920 


NOTE: Where the incumbent is required to live in an oe 
Teo Tate and undesirable lomality, special maintemmee or other — 
allowance may be provided. The conditions and the amount of — 
gllowance shall be determined by the Civil Service Commission 
and the Department concernede 


Where quarters or other allowance is provided, 
the value for same is to be deducted from the above compensat ic 
the amount to be deducted to be decided by the Civil Service 
Commisgion, after consultation with the Departmen t 


Approved -- Civil Service Commission 

Certified Correct for some posi tions 

Deputy 's Deseription for “~ posi ti 
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DEPUTY'S DESCRIPTION 


whetting as Seeretary to the District 
Super int end ent ef Postal Service of a large district; 
mand 1. sorresponience of a confidential nature; 
in charge “Of all confidential filee and papers; taking 
shorthand notes and lh Se ing of confidential correspen- 
yore re gp es Ps iettera and enquiries aipapeniob 
digtation; ting hey public ani arranging a; 
ments for the District Superintenient of Post: ‘ Service; 
and other related yaa Thies work involves the exercise 
er considerable independent judgment and an extemive 

kmowledge of Post Office nro cedures 
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lide AD bat ei: elerieal work requirin specialized 
kn opt in of eri¢al methods or of office practice ani 
gedure; to be responsible for port ening 4X an dependent 
Gleri onl ee ie involving the exercise o pe i ent 
Maement of to be Lepage t © for werkt og Reh Tn 
fe | + atopy filing Ling, lant pi gt pertiativa: 
or other off ice works” iy be Pos ponaib for the work . 
assistants, or to supervise a number of employees engage 


in clerieal work; and to perform other related work i 
required. 


eat ion equi valent te high school pre 
with at Liaige ek years of experience in clerical wo rk; 
pict yeni ability or tra fining in specialized office work; 
od aig of modern office practice, tact and good 


dgment. 


1,500 1,560 1,620 


Hote: Where the incumbent ts required to live in an im 

Tated ana undesirable Logility, special maintenance or other ; 
allowance may be provided. ‘The conditions and the amount of ae 
allowance shall be determined by the Civil Service Commission iM 
and the Department ¢oneerned. 


Where quarters or other allowance is provided, the 
value a game ig to be deducted from the above compensation, 
the amount to be dedueted to be decided by the Civil Service 
Gomuission, after consultation with the Departmen ts 


Approved -- Civil service Commiss io 


Certified Corregt-- Deputy ae 
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— under wenievinten, eLerieal work 
requiring ot provious experience, and a knowledge of 
elerical methods} to be responsible for performing clerical 
operations involving the application of office practice 

and procedure, or to be responsible fer Pp silypermeas an 
assigned part of accounting, filing, mailing, correspondence, 
statistics, or other offices’ work; in some cages to be 
responsible for the work of assisteute; and to perform 
other related work as required. 


- 


Pwo yours of education of high school standard or 
its equivalent, with at least two years of experience in 
Slerieal work; some knowledge of modern office practice; 
in gome cases San Rectang si specialized office work; intellig- 
eneo, tact and good Judgment. 


Anal; $1,080 1,140 1,200 1,260 1,320 1,380 
Rote: Where the incumbent is required to live in an _— : 


am undesirable lomlity, special maintenance oy other allowance 
may be provided. he conditions ani the amount of allowance 
phall vs determined by the Civil Service Commi sei.on and the 
Department eoncerned. 


Where quarters or other &llowinee ie provided, the 
value for game ia to be deducted from the above sompensation, 14 
the amount to be deducted to be decided by the Civil Service an 
Commission, after consultation with the Department. a 


Approved -- Civil Service Commission 

Certified Correct for some positions mM ; 

Deputy's Deser ipt ion pre sone pools tei 
Vora : 
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and distributing inco 


Receiving, 


mails; checking and tsabeibat ing stat sensry vonpplt es; 


| pee ani despatching rural mail boxes; 
egpatehing ordinary and registered aad i other 


related messenger dubles. 
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DEFINITION OF CLASS: 


are ander supervision, routine clerical 
and to P daca pwing shower rein tod work as 


| "primary school education, end preferably some high 
tra ining; intelligence; aviltty to understand and 
follow ‘rections, tact and good judgment 


$720 780 840 900 960 1,020 


an leolated and undesirable locality, special main- 
tenance or other allowanee may be provided. ‘The 
eqnditions and the amount of allowance shall be 
determined by the Civil Serviee Commission and the 
Department concerned. 


Aeenietieti Civil Service Commiss 
Certified Correct -- Deputy Bi 
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Where the incumbent is required to live in 


trequs sehus mc i 4 
p mmoktg of bee ylang 


yy tig fate Seat aobyiee tet es a guaited 
«bonne arr e0 ad neo eg ot. 


neuen Saat ye receive and deliver confidential messages or 
‘moneys and other valuables; and to perform other related 
‘messenger and incidental clerigal work as assigned. 


Primary school education; judgment, discretion, 
tact and trustworthiness; ability to keep confident ial 
matter secret; some knowledge of office methods. 


Com msartoN: | 
Annual: $2,080 1,140 1,200 1,260 1,320 


Approved -- Civil Service Commi g 
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Po entered end direet the operation of an entire 
system of accounts maintained by one of the largest departments 
with mijor accounting requirements; to be responsible for the 


maintenanee of the accounting records and the preparation of 
the returns which are required by statute or under the Dominion's 
account ing system; to cevise and direct the installation of 
new and improved methods of Feapenge ep a a ie direct the work of 
neads urd Di ges | to aet ig an Mrsgod mt ana othe on guestions 
a. other matters 
he work of 


te stpreasroms; 


Béuga tion dnuteabeuk te university gradwition; 
at least eight years of experience in eharge of an impo rtant 
aivie ion of an accounting office in the Dominion Service or in 
work of equivalent character and stawlard; thorough knowledge 
of the fundamental pr ingiples of finance and constructive 
accountancy; wide iaomcice of the Dominion Government's 
accounting system and of the regulations, Orders in Council and 
Aots of Parliament governing the control ani siministration 
of the various services of a department; administrative ability 
ef a high order; mature judgment. 


COMPENS ATT ON : 


Approved -- Civil Service Commission 
Deputy's Deseripiion -~ Over, 
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with foreien countries; to apply new methoés of procedure; 
and to perform other related work as required. ne 


* 
* 


. _Bdugation equivalent to high sehool graduation 

and preferably university training with specialization in banking 
am exchange; at least four years of experience in money 

order work or euditing work; technical knowledge of machine 
audit systems; sdministrative and organizing ability; tact 

and good judgment. | i eahide hag 


; To have charge unde 
of the supervision and aud 


recommend and put in effect alterations in the acvounting 
system to meet the changing requirements of the service, as 
weld 8 EPR eS eC Oteh ; Fe bere ona ree OF dhe ae ery in: Om 
im audit of the accounts between the Post Office Department 
of Canada and the postal edministretions of other countries, 
ani to perform other related work as required. our 


QUALieTont TONS: 


Lieder neon, PGi re tan’ Se high wabsed geadua Hon; 
demonstrated ability anc at least nine years of experience in 
departmental accounting; wide knowledge of the scope, struc- 
ture and purpose of the Dominion Government's accounting 
amd of the statements and reporie which are required of any 
given department; wide knowledge of modern office practice ; 
administrative ability of a high order. 
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DEFINITION OF CLASS: 


To control ani direct the operation of an entire 

i of accounts mainte ined by one of the larger departments; 

hold &@ position as deputy to an accounting officer of 
ne fel rank; to be respons! ble for the maintenance of the 
accounting reconis and the preperation of the returns which 
are required by statute or under the Dominion's accounting 
system, of one of the largest departments; to devise and 
direct the installation of new ani improved methods of 
. te direct the necessary ataff; to inspect and 
verify the work of subordinates and im some Gases personally 
to prepare the more important aco anting statement s ; and to 
peeaeen other: related work ae required. 


ee 


$ 


WALIFI GAT TONS 


tie Edueat ton equivalent to university cr bow ow jon; at 
least six years of experience in charge of an important 

division of an accounting office in the Dominion Service or 

in work of @qivalent character and standard; thorough 
knowledge of the fundamental prineiples of finance and eon- 
structive accountancy; wide knowledge of the Dominion Govern- 
ment's accounting system and of the regulations, Orders in 
Couneil and Acts of Parliament governing the control and 
administration of the various services of a department; ad- 
ministrative ae ma fare a vg | | 


Areal: $3,120 8,240 3,360 4,480 38,600 


Approved -- Civil Service Commission 
Certified Correct for one position : 
Deputy's Deseript ion shal one position -- - oven, 
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To waive charge under ‘the Pinar cial Bidbetusandant 
of the administration of the Post hag nerenes Bank syeteme 
fo supervise all aceounting procedur ud ing the Kacoenting 
for pr tala gy hain interest cpeniki & tag withdr BLS, 
tranef er from other banks or financial 1 atifut ions and 


the Sritish Post Offi co Savings Dank 


‘To devise necessar ting records both for 
Headquarters Office and. for pent ny wine and report on the 
necessity for new accounting systems and for PIRSeHe: x. 
Savings Bonk regulations as required. 


fo supervise the settlement of al) claims arising 
out of Post Office Savings Bank accounts and to prepare 
reports, returns and finane tal atatements required by Statute 
ed vii a vier ” the Minister of Finance or the Auditor 
eno Pie 
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direct the necessary etaff; to inspect and verify the work = 
of subordinates and in some oasea personaiy pre pare 4 
the more important accounting atatements; and te perform ; 
other related work am required. 


sabi ss Rdusation equivalent to high school graduation 
and preferably university training; at least five yeare of 
experience in a position of responsibility in accounting in 
the Dominion Service or in work ef equivalent character and 
standard; thorough knowledge of the fundamental principles 
of double entry rie oe accountancy and finance; wide 
knowledge of the Dominion Government's accounting system 
ani of the regulations, Orders in Gounoil and Acts of 
Parliament governing the control and administration of the 
warious services of a department; admini abrative ability; 
mature judgmente. . * 


ammash: @ 2,700 2,820 2,940 4,060 4,120 


Approved ~« Givil Service Commission = 
Certified Correct «~ Deputy Ministers, 
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meparation of the ret 2 whiel | ¥ equ: ived. , wratute 
or under aor Deutu tons lauatattes tc a ~ing Gireet the 
necessary staff; to inspect and verify the work of 
subord inates and in some eases personally prepare the more 
mportant he hagher pe Pe arin area tg and to alse other 


Sincation equivalent to high school graduation; 
“ least four years of experience in a position of res- 
ponsibility in accounting work in the Dominion Service 
or work of equivalent oharacter ani steniard; a good know 
ledge of the fundamental principles of double entry book- 
kee ping and acoountancy; thorough knowledge of the Dominion 
Gove: t's accounting system and mode office practice; 
supervisory seed ih tact and good judgmonte 


$2,220 2,340 2,460 2,580 2,700 


rowed -- Civil Service Mager pe 4 
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segount ng system; to direct the necessary staff; to inepect 
and verify | en » Work of subordinates and personally pscresy 
ou @ Statements; and ag perform other r 


Laven week eqns. 


| SULITIEA aTONS: 


tii Ke Edugation equivalent to high sehool gradu:tion; at 
— three years of experience in accounting work mt the 
Dominion Service, or work of equivalent clmracter and standard; 
knowledge of the fundamental principles of double entry 
bookkeeping and acgountancy; 4 knowledge of the Dominion 
Government's gmt aber yy system and modern office practice; 
tact ani good judgment 


Amiel: $1,740 1,860 1,980 2,100 2,220 


Approved-- Civil Service Gommiasion 
Certified Car reet-- Deputy Ministers 
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DEFINITION OF CLASS: 


fo be responsible, under a Minister, for the work q 
and employees of 8 department; to have administrative gt of @ 
sctivitiee of the yanious brumieny ane istetiag ies 

es © various branches, an e @ 
formulation of administrativ eaux 
recommendations regarding. nat ters of policy 
meet t apt dooney Be to ronan hours nS — for 


organization " to m 


-  dtmual; a flat rate not less than 4,260 nor more ae 
than $8,000 the vate for ¢ach Deputy Minister's position to be ay 
determined by the Governor in Council and fo be based upon an = 
appraisal of the duties and responsibilities of the position Pl 
in relation to the volume and importance of the work of the 


socudunmae 


SAGCULG a ein iotenaate pag to su Pane the ee ping y 
he department's records and the handling of its | 

correspond nee; to direct the preparation of parliamentary returr 
ani estimates and the department's amual reports; and to 

por tere otner related work as required. 


I, Miles, and a ee 


iscipline , 


Aap wartte: iReih.Servies Commi weil 
Certified Correet-- Deputy Minis 
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Under Aseout fon to haye ¢gharge of the Steff and 
Publicity Branch of the Post Office cepartment; te 
supervise atarft eontrel vd the headquarters ataff of the 
Department, including changes in classification, promotions, 
tramefers, anal dnarshes,. ye am the preparation 
of galary estimates; to have charge of the put dina £ work 
of the Department; te heave charge of the departmental 
tramelators; and to perform other related work as required. 


“Baueat fon equivalent to high school graduation 
and preferably university training; wide imowledge of 
nodern office practice, the preparation of publicity 
material, ani of the work of the Post Office Departaents 
ministrative ability of a high orien. 


4,020 4,820 4,620 


Approved «- Civil Service Commission 
Deyity's Deseription -- Over 
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Unde ied dk of ¢ the Deputy Toatuaster enibedtt’ 
to have pe go of the Staff anil Publicity Branch, which 
involves the following: — : 


To supervise staff control of the headquarters 
staff of the Department, involving appointments, statute ry 
increasés of eslary, promotional competitions, promotions, 
transfers, resigmtions, retirements or dismigsals ag well 
as diseipls nary action, elassi fication of new positions, 
reclass ifications a ef existing positions, reorganizations 
of unite of the Departr vas and general staff subjects and 
avert policies 


fo have ohn nge of the preparation of Sahinaes 
for Parliement seurioe the entive postal service, and of 
statements embodying the resulte of studies of past ex- 
penditures and future requirements. 


fo have charge of the publicity work of the 
Department involving the preparation and isaue of matter 
through the followng meGia; distribution of blotters and 
booklete to mailing publie; display of pesters ani calendars 
in Post Office lebbies, signm on Post Office lobbies, si gm 
on Post Office trucks, eate.; demonstrations of Post Office 
work at @xhibitione ami Fall Faire; Tllustrated Postal 
Leotures et schools, business clubs, conventions, etda.; 
motion pictures illustrating Post Office work ghown at 
theatres, fairs, ete.; bromdeasting of radio messares; dad 
impressions on letters by uge of Ganeelling dies; write- ah 
ups im newspapers and magaciness a 


fo have change of the preparation of Post Offi oe 
Rural Direetories containing the namea and occupations of i 
howgseholdere in Cannda also the preparation of — "Rander i 
of Householders at Post Office ani on Rural Routes". 

ib 


| 4 
fo have charge of the collection of statistics ie 
covering the uge of the maile by business goneerns, ote. 3" 


| > have charge of the _— of the Post Office 
Weekly Bulletin. 


fo have charge of the Departmental Librarye 
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To have charge of the weitare activities of the Department. 


To have immediate supervision of the entire translation 
vor k of the aux" sacohd in wder to effect uniformity in the 
use of postal terms and to generally co-ordinate the work 
comnected with the | French correspondence, am to ° oniaiuin 6 ther 
related Work as required. 


rg 


UALTPISAT IONS: 


ulvalent to high achool cradua t 
wierernis’: ob ar sy training; wide knowledge dern 
office practice, the preparation of abli ol ty na terial and 
of the work of the Post Office Department, also postal term 
inoleogy in both English a nd Feonehs | 
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DEFINITION OF CLASS: 


Unier the direction of the District Superin- 
tendent of Postal Servioo, to be ce, st fit ay Naaties | 


Gaktatieny $e ope one PA Ed eg ne 
ehangeg in examination progedure; and to perform. vile 
cca work as. rage ee . | 


tihisitten Sedition’ +“ mores genie. ile 
tion; six years of postal experionee, at pee ‘three 
years of which shall have been in supervising forw 
gortation or in the Railwey Mail Service; amy Set alert- 
nese; familiarity with distribution sehemes; good 0, ail 
tat and ability to deal with other officials and postal 
employees. | 


COMPENSATION: 


Annual; $2,340 2,460 8,500 8,700 
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App raved -- Givil gervice demedawtial? 
Certiti ea Gorrest -- Deputy Ministe: 
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: Unier the direction of the General Superin- 
tenfient of Postal Service and subject to the supervision 
of a Division Superintendent of Postal Service te super- 
vise the establishment and maintenanoe of all postal 
agtivities within an sssiqed district; to supervise the 
work ani employees of the staff of the district office; 
to supervise the routine anid special inspection of post 
offices; to oversee the arrangement of detaiia for the 
epening, closing, or transferring of post offices, and 
the performance of contract service; to control the 
management and discipline of post offices and railway 
post offices; to supervise the instruction of employees 


of 411 such offices, and advise postmasters anc other. 
supervisory officials ag to the best methods of organi- 
zation, administration and diseipline; to conduct inves- 
kl : Phen’ ami perform special assignments in connection 


ith any adtivities of the Fost Office Department, and 
direot the detection and prosecution of frauis and 
irrecularities in eomeection with any postal matters; 
and to perform other related work as required. 


QUALTFICATTONS: | 


| Edueation equivalent to high school gradua- 
tion and preferably university training; et least 10 
years of experience in a supervisory capacity in connec- 
tion with postal work, two years of which shall have been 
im a position equivalent to that of Postmaster of a Grade 
7 Office, or Fost Office Inspector; thorough familiarity 
with all a of mail handling operations; a high degres 
of exeoutive and organizing ability; tact, good address. 


GOMPENSATION: 


‘ogtal Service" at Toronte ami Montreal - 


Approved -~ Civil Service Commiasion 


Certified Correct -- Demty Ministers : 
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Annual: 83,720 3,900 4,080 4,260 4,440 4,620 — 
Hote; Compensation for "District Supsrintendent — 


sah Ateatos sig hel snot ape satin 
A 4 sat 9 laud edtesbwkair ¥ > haem act t 
penho® wt ySlonges yiorteteqey a ah onaokaogs to waasy 
won eyed Livia de kiw te OE oe gaew Ly: aikw wore 
| yond ak Tea aniy oC Ke tats 09 + dedcartoys mo rébaed 2 sit 
feBk met yor? peodmetent werrso Touk 6 ‘80! 10 sd 
seb aks AB PEGGLE Soe pe gah Lhets ‘haan to néemdg L& ghiw 
mothom body ,foee ; etek cr mor fog O here ov. Pocoall sg ‘Le 


Gabe OE,» C208 008.8 ORY,Sh 


ate canst mts, 
a Sas ess te shay Be 
| GRRE «(ORR YS CRO ROR 


55 


Under “gupervis ton, to draw maps. and. plens; 
survey noses; and to perform other related wo rk. 


as assign ot. | 


_Banention sass to high school. ari 
omnes or two years at & sehool of 
2 mined 4 ing, with one year of 
.& iratting offi th or three years 
bf. a, to make neat, 
wings from notes oF 


annual: 91,500 1,660 1,620 


1,680 1,740 
i 800 
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| -Béuea tion equivalent to high seheel graduation 
end preferably some university training; a high degree of. 
specialized knowledge of the clerical work and preeedure of an | 
organization; at least three years of clerical experience in : 
&@ Supervisory capacity; wide knowledge of modern office practice; — 
eonsiderable administrative ability. ; 


~ jmnval: $2,520 2,640 2,760 2,680 5,000 
Where quarters or cher allowance ip pro- _ 


NOTE: 

vined, the value for same is to be deducted from 
the above compensation, the amount to be deducted 
to be decided by the Civil Service Commission, afte: 
consultation with the Department. 


Approved -- Civil Service Commission 
Certified Correct for some positions 
Deputy's Deseription for — positions + 
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be responsitle for the preparation, manifold ing and dis 


tributing of examination papera; to be resyo: 
cing @ written examine tions; : 


8 


ri. 


_ Bducation equivalent to High Sehool graduation i 
and preferably some University training; a high degree of we) 
specialized knowledge of postal work and proeedure; a wide i 
knowledge of sortetion and routing and of postal Laws and 
regulations; considerable experienee in the Outalde Poatal 
Serviee in a responsible capacity. 


QUALIVICATT o7 
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Under the direction of the Chief Superintendent, 


Railway Mail Service, to i ap reporta, mamoranla and Orderg- 


ae 


Council on the use of Rail ani Water Publie Carriers for the 
transportation of mails, To : “ 

_.,, 20 supervise the manning of R.P.0'm and gompile | 
statistioal data connected with the classification of RP. 0's. 


| e Lente reitabia supervise and iague Distribution lists 
used in mail distribution and the Schedule of Mail Trains, Water 
Services and Air Mail Services, on ex. 


| fo be responsi tle for the lay-out ami equipment 
of Postal Cara. | ay Nt 


| fo supervise the transportation and handling of 
British and Foreign mails ami to maintain the necessary reconis. 


fe aupervise the staff engaged in the above duties 
and sonduet the more important related ¢ orréspontience. 


i | q ®9 control amd supervise the Office Service Section, i 
Railway Mail Service. ea bids ni pel ae 


QUALIFICATIONS : 


Edueation equivalent toe high school graduation, 
& high degree of specialized knowledge of postal procedure, 
familier with transportation methods with a wide knowledge of 
routing of mail practices, ability to prepare reports and 
menorania on the use of publie carriers for mail pur poses. 
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DEVINTTTON OF Chass: 


Under the Chief Superintendent of Railway Ma 

Service to supervise a service pre-audit of aecounts for 

mail service y vail and water @mi also of railway mall elerks' 
mileage payments and Sllowancses; to supervise the compilation 
of statistics ani cost finding methods on rail and water 
$ransportation, ami the preparetion of reports dealing with | 
the rates of payment authorized and on the adjustment of claime 
of publie carriers; to supervise the audit system of rail 

and water transportation accounts maintained in the yarlous 
Distriet Offices; to direct necessary steff and perform other 
relative duties as required. ‘The preparation of reporte and 
the claims of Public carriers for rates of payment for the 
transportation of mail and ad justment of claims in Service 
acoount se 7 , 


thorough knowledge of transportation rates, practice and 
procedure and considerable expericnee in be partmental 
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‘t0 ‘yaltore independently importent olerical work 
ieinaen & wie dearce of teclmies1 ani spec ialt sed 
kno % ge, ability and long andy reqed to take che rge of a 
etr tive pare requir 


| ninigtrat ing the exercise of a 
i aaane of ilependant ‘mont ami diseretion; to 
mi ecvice a fairly La nge group of @lerieal employees marscne, 
in slerigal work requiring considerable knowl of clerical 
ode and some cinta tiestton, and to perform other related 
work as ‘required. , 


ample Preparing recommendations for “ae mall services 
rawing up contracts for such services with aireraft 
qoeaiet cats bani passing upon ge ad for air mail 
service; supervising the clerical work involved in inviting 
tenders, am preparing contract epecifications for air mat 
serv loess; slain pabli —y materiale 


QUALIFICATIONS 3 


Education equivalent to high school graduction 

and preferably some university training; «a high degree of 
gp ec alized knowledge of the clerical work and procedure 
ef an organization; at least three years of clerieal 
experience in & supervisory oapacity; detailed knowledge of 
Post Office proeedure; contract aoe ws gente ona and. 
interpretation of contracts; plane ry sca pr» speeds 
and peculiarities; flying contitions; ag Wl se fields; 
beacons; radio direction ani equipment; journalistic 
experience and ability; considerable administrative ability. 
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unér vine correspondence and issue instruct ions 


| ostal Union Congresses or other international postal 
gatherings to ghange or Ament, international postal laws ent 
Mie Go a ce 


International postal services includ ing international parcel 4 
post services governed by Universal Postal Union Conventions or by 
separate postal conventions and agreements ( exeept Money Order if 
Agreements) with other countries, and the regulations for their 
execution; ¢lassifieation of international mail matter, 
international postal rates, international postal procedure, ox~- 
ehange of international male, ocean transportation of Inter- 
nations] mails from Canada, b6. 

International registered, ingured ani C.0.D. services; all 
international easés involving losses, abstractions, delays, 
missendines, ete,, and the adjustment of iniemnity claims in 
Seine SI a ee eae ee : 

_ The taking of statistics and preparation of accounts for 
submission to other countries to determine the balances due trom 
or to them in respect of maritime and land transit of inter- 
national maile, including international pareel post. 

fhe establishment of international air mail services, the 
fixing of international air mail rates, and the taking of | 
statiatics ami preparation of accounts with other countries in 
connection with international air mail services; | 

Fraudulent or other matter prohibited in the inteznati ad 
mail. Se | i 

- Fraudulent postage stamps on articles of mail to and fre oe 
other countries. — Nee 

The taxing or rating of insufficientiy prepaid mail 
matter to and from other countries 
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The withdrawal of articles conveyed in the inter- 
mea gea malls, or clanging the address of such articles. 


Ali oases relating to Frenking No tewe a 


Refunds of postage on international mail. A acing: 
registered, insured and CoOeDe)e ie 


|  franslation of letters | and Soouments! in. languages 
other thn English amd Frenehs 


i the preparation of ne tiiugets tonal us'th s mee 
of the rious Official Postal Guide and notices for the Monthly 
Supplements with respect to internat ional mail many Annee 


ae ‘ Rdueation equivalent to nigh sahoot penrree et 


a thorough knowledge of the work of the International Matis 
aaa » @ise Portal. Union Regulations including rates of 
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DEMIY'S DESCRIPTION 


! To supervise correspondence and issue in- 
structions reapesting: 


Classification of mail matter; postal rates; modes of 
packing mail matter; limitations of size and weight; 
authorisation am safeguarding of franking privileges; 
authorigation ami safeguarding of statutory mailing privileges 
for newspapers ani periodiesls including foreign newspapers and 
periodicals maflel in Canada; authorizing and safeguarding of 
postage-paid-in-cash and of precancelled postage stampa. 


| Exelusion of matter from the mailea; wulings ag to the 
cr Dh of mail the ownership of which ig in dispute; as to the 
mailability ef alleged indecent, obscene or seurrilous mutter; — 
decision in eases relating to lotteries and the mis-use of 
maitis in schemes to defraud the public; infractions of postal 
lewe and regubations, including ali such oases requiring legal 
decision or set ion; a gation for clememey for crines 
gommi tbed against postal laws. 


Development of publie services such as prepayment of postage 
in eash, parcel post, special delivery, eto; introduction of new 
servicer for the benefit of business firms and the public | 
generally which are ealeulated to facilitate mailings &@noi aise 
inerease the postal reveme; together with any preparatory work 
in connection with the development and extension of any phese 
of postal worke 


fo supervige the: 


Preparation of the Postmaster General's Anrmmal Report, the 
amual official Postal Guide and monthly supplements therete; x 
iaguing of all permits or licenses in respect of the use of 
postage meter or cash register machines for the prepayment of 
postage or the sale of cash register mehines for the prepayment 
of postage or the sale of postage stamps to the public; | 


adjustment of claims, 
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adjustment of claime from the publie against the postal 
service in consequence of any accident caused by a post 
office yeniese preparation of answers to questions asked 
in Park fament and the preparation of parliamentary returns. 


tho rox lh owledge of the poo of ‘the Domesti ¢ Ma ils 

Divi sion, ales pate’ regulations ineluding rates of postage, 
Limite of we igh la ma hag ete; Post Office Act and 
other legislation relating to the Postal Service of Canada; 
at least five years clerical experience in the work of the 


Branch 3 @onsiderable admini strative avant Fe 


DEFINITION OF CiASo: 


| fo supervise meintenance of the staff recomse of the 
headquarters staff of the Department ( mumbering over 900 
employees) inelnding correspondence with Branch Heads, the 
Givil Service Commission, other Departments, employees and 
others in regard to ap ppoin tne xts, statutory increases of 
salary, trenefers yetnotiiaal competit iona, promotions 
reg ienotions, ret irenents or digigsals as well ag diseip- 
linary action; classification of new positions, reclass- 
{fications of existing positions, reorganizations of units 
on" the De wartime nt and general staff subjects. — 


fo supervise the preparation of outinatwe for 
Pabhion av sever tha’ the entire Foetal Service which necess- 
itates a close study of departmental expenditures in son- 
the apy Lome ty deat requirements diring the ensuing fis- 
o @n 


pawn at bor Mg ard altermative propos ition statements ube Shes, 
to the Postmaster Generals 


| To prepare or edilate, 1 as the eage may es ine 
formation furni shed Members of Parliament by the Postmaster 


éy the regults of these studies in both 


General when departmental estinates are under considerations — 


QUAL TPICA TIONS: 
Bdusation equivalent to high school Fem ion} 


an intimate knowledge of legislation ani regulmt rs 


ing all staff matters; a thorough knowleige of gin 


operations general ly in order to properly supervise preparation | 
of estimates; some acquaintance with Parliamentary procedure; — 
at Least three years of clerical expericnes in a supervisory 


capa ity ; considerable administrative ti DIL tye 
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supervise the preparation am issue of all Fo st 
¢ pity carried out throuch the following media; 
distribat ton of blotters and booklets to na fing public; 
display of postera ani ealendars in Post Office lobbies, 
signs on Post Office trucks, ete.; demonstr tions of Post 
Offiee work at xhi bitions and Fall Faira; {illustrated 
postal lectures at} sehools, business clubs, conventions, ete.; 
motion pictures et wreak Post Office work shown at 
theatres, fairs, 6t¢.; broadcasting of radio messages; . 
stamped impressions on lettere by use of cancelling dies; : ] 
writeups in newspapers and magazines. 


supervine the lh alee sale and use of Post 
Off! ce merad Directories @nutaining the names ami oecupations 
of hougeholéers in Canada also the se ghpee tala distribution 
and use of booklets, "Rumber of Householders at Post orfi ces 
and on Rural Routes". 


Nt wayeiviab Post ortt ee Researeh inornd t Bon 
collection of statistics covering the use of the mat 
business concerns, ani preparation of articles on the “yh oe 
ami development of the Postal Service. 
fo supervise the issue of Post Office Weekly Bullet in. 


To supervise ‘he Departmental Library. 


To aupervise Departmental welfare and to study welfare 
work of other organizations with a view +o exten ing the 
Department's activities in this field. 


WALIFI CATIONS : 


iliarity w ith poor Te aaesesaeel duavert raavert to ing Layouts, 
istustves ious ani publicity methods gone yi; knowledge o vi 
still and motion picture photography; at least three years tag. 
clerical experience in a supervisory eapacty and considerable — 
administrative ability. 
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Under direetion, to supervise a large 

group of em pg fra, ake in one of the largest City ce 
Offiees or responsible for the performanee of 

work of @ highly specialized character ny a very 
extengive knowledge of postal procedure im one of the 
largest City Post Off joes, or in the office of a District 
Superintendent of Postal wes aka and to perform other 
related work as required. — 


; eg FICATIONS: 


| minont fom equivalent te high school. 
graduation: a. te ee of specialized. knowledge of | 
postal a el at onat eight years of experience in | 
postal work, four years of which shall have been in a | 
supervisory or administrative eapacity, or in postal 
work of @quivalext ¢ iwieter and standard; administrative 
and supervisory ability. 


COMPINSATION ; 


Annual: §2,520 8,640 2,760 2,880 3,000 


Approved -«- Civil Service Comm! sation . 
Certified Correct for some positions — 
Deputy's Desoription for some a 
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sun ov gion of the Operating mention ef a large 
Diatrict Orrics; dealine sations reza Pad “us trang 
portation of mails by Rai: » veeeage ez 
services, ogi servi ees, side services, and cura 
meii delivery; supervision of the checking of accounts in 
conn estion With same; checking of ehanges of train schod~ 
ales; performing work of a py specialized character, 
requiring an extensive knowledge of postal procedure; 
sapervision of a large number of employees, anid other re- 
lated work ag required: or supervision of the Pnquixy 
Jeetion of a large Distriet Office; dealing with losses 
of registered mail matter, eet hiya r-pao robberies, 
fires, manipw lation of funds i payn indemnity f£ for 
GeOeDe Insured ani Registere ps tepry g pam on and 
foreign; conducting enquiries in eomection with lost, 
deleyed, or misgent mail; supervision of a large muamber of 
employees; inapection of Postal wage ur i ae. other 
related work as required. — | 
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aa 20. take Literal 
to idiom, text and substan 
historical doounent t 


* 


SOMPRNSAT TON: 
ch Amal: 33,060 


or free translation, correct ag 
e, of important technical reports, 
Raps 


uments, or other ter, requiring the highest 
ialization, expe nti onal 


ong experience, and exceptional 
ed, or to supervise a large nounber 
nd to perform other related 


; the 
ranslation and 


Approved =~ Civil service Commission 


Certified Correet-. Deputy Minister. 2 | 
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£0 be responsible, under a District Superin- 
tendent of Postal Service, for the supervision of Post- 
on gpg —_ hye nine mek ie in Reger ry orsgar® se ceneaean’ 


concerns aster) Te pot Ang from ¢ 8 4 
investigations under oath ag ase fenets ee p eld the 
admin ation of Railway Mail Service, ani to arrange 
for substitute services in ease the pit Phone Mail Service 
cag rerun chy Crs to. Ra totey yom d post offices art 

1 ears, to handle , wndence incidental 
ny ‘te above work, and ret ee F are : her velated work as 
required. 


QUALTPICAPTONS: 


Beueat ion, equivalent to high achool gradua- 
tion; at least four years of postal experien ce in a 
su pervi sor, & gia a supervisory ability; geod address, 
tact and : tity %o deal with the public and postal 
cna tga ‘ g > some divisions, a knowledge of Pnoth French 


® 


COMPENSATION: . 
: Annual: $2,520 2,700 2,880 3,060 3,24 


Approved «. Civil Service Commies ion 
Certified Correet -- De pity Ministers 
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To vie weed” ‘under a Departmental Solicitor 
or dinenh bee. for the execution of ordinary legal work 
involved in the administration of a department or branch; 
to examine the law ani oe iam artmental executives upon 
routine legal questions assist in drafting or revising 

on @.8 r pa, Bothy parliamentary legislation, 
orders in council, | am other legal instruments; to examine 
ami pase upon the legal sufficiency of doqunantes to assist 
in the conduct of 11: pry to which the 4 : 
‘a a a party; to confer with the Department o “Justice eon 
ning the legal problems of the Ret icant’ or branch; and 
+ pee ‘orm other related work as required. 


DALIFICA TIONS : 


Taugation equivalent to graduation toon a recomiced — 
scheol of law or admission to the bar; five years of experience 
in gonnection with the practice of lew or ag a Law Clerk in 
the government service. 


COMPENSATION: 
Annual: $2,640 2,620 3,000 8,180 5,360 
& 


Approved -- Civil Service Commission 
Certified Correct-- Deputy Ministen 


TPION OF CLASS: 


si fo do elementary drafting, under super- 
vision; and to perform other related work as assigned. — 


|  “‘Béduoation equivalent to high sehool grad- 
uation, sither a course of one year in engineering in ; 


a school of applied science of recognized standing and e 
one year of training in a drafting office or two years | 
ef training in « drafting office. 


Ammual: $1,140 1,200 1,260 1,320 1,380 1,440 


Approved -- Civil Service Commission 
Certified Correct ~- boat wre 


iv "fo make literal or free translations, correct 
7 to idiom, text, and substance, of routine of ficial 

 sorrespondence, a it’s: and publications, requiring some 

ee BE ith official diction, and fluency 

ant 2 used ome cases to act as interpreter; 

orm o ther Pelated and ne idental @lerical work 


: two years of high school education; 
ity + Seah: write, and speak two or more languages with 
some mency demonstrated aptitude for transla 

oer of expressing ideas 

USSCe 


tion and the 
¢arly in cach of the atemanie 


COMP INSA TION: 


Ammal: 91,080 1,140 1,200 1,260 1,320 1,880 
Approved -~- Civil Service Commission | ut 
Certified Correct -- Deputy Ministers | ’ 
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| “fo perform, under supervision, a11 work connected 
with the delivery of mail in the business or residence sec-. 
tion of a city; to sort letters, newapapers, small parcels, 
and other mail matter preparatory to leaving the post office; 
to deliver mail matter to the addressees; to secure receipts 
for wegistered mail delivered; to report changes of address; 
in some cases te supervise a small group of Letter Carriers; 
to readdress mail matter as necessary; and to perform other 
related work as assigned, eh vb 


QUALIFICATIONS: 


At least primary school education; courtesy send 
tact dn dealing with the public 5 trustworthiness; good 
physical condition; good eyesight. : 


Annual: $1080 $1200 $1320 $1440 $1500. 
Allowance: Uniform and boots. 


~~ = | “a 


Des = a = 


Approved -- Civil Service Commission 


Certified Correct -- Deputy Minister, 
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To be remunnbie;, under the direction of a supertor, 
for the work of a group of less than 60 Letter Carriers or re- 
lated employees in a city post office or postal station or to 
act as assistant to the supervisor of a larger group; to arrange 
hours, allot tasks, maintain diselpline, and pass upon adminis- 
trative problems; in some offices to assist in or direct the 
work of city sortationp to lay out and rearrange walks; to 
handle eorrespondence relating to the work; and to perform other 
related work as required. 


QUALI IY: [CAT TONS ‘. 


| Primary vanes sausndiols ne ene’ Kane of two 
years of high school training; at least four years of postal 
experience, preferably as Letter Carrier or City Sorter; super- 
Visory ability. 


COMPENSATION: | | 
Annual: 316800 $1920. 


Approved -- Civil Service Comission — 
Certified Correct ~- Deputy Hiniater, 


7 ee ee eee) ee es 


Losers «= OOBTS ss LewmnA 


pi tien. w=» bevotak ! 
— foerred helritsed 


eae ae aS Pe St ee 
5 we fee G Pr: We Tas 2 
ie cs EO hic Me Rea crefireesetheindl 


To be regponaible, under the direetion of a super- 

visor, for the work of 4 large group of Letter Carriers and 

related employees; to arrange hours, allot tasks, maintain 
discipline and pass upon difficult administrative problems; 
in some cases to assist in or direst the work of city sor- ‘ 
tation; to ley out and re-arrange walks; to handle corres- — A 
pondence relating to the work; and to perform other releted — 

work as required, — a WT elt ' 
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Education equivalent to high school graduation; at 
least four years of postal work in a supervisory gapacity 
over 25 or more employees, preferably Letter Carriers; a high 
degrees of administrative ability. 


Annuel: Grade 1 - $2100 $2220 $2340 42400 
applicable to Vancouver and Winnipeg 
Post Offices. 


Grede 2 + $2400 $2520 $2640 $2760 
applicable to Montreal and Toronto 
Post Offices. 


Approved -- Civil service Comission | 


Certified Correct -- Deputy Minister, 
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To be responsible, under the direction of a supervisor, 
for the work of a group of 60 to £50 Letter Carriers and related 
employees or to act a8 assistant to the supervisor of a larger 
group; to arrange hours, allot tasks, meintain discipline, and 
pass upon difficult administrative problema; in some offices to 
assist in or direct the work of city sortation; to lay out end 
bP ei gine mage | to handle correspondence relating to the work; 
and to perform other related work as required. 


UALTPICAT IONS 


Education equivalent to high school greduation; at 
least two years of experience in postal work in a supervisory 
capacity; preferably as Overseer of Letter Carriers; adminis- 
trative ability. 


COMPENSATION: 
Amnual: %1980 $2100. 


Approved -- Cfvil Service Comsission — 
Certified Correct -- Deputy Minister, 


4 
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under direction, to do machine construction, 
assenbly, bench and machine tool work; and to perform other 
related work as required. 


Primary school edueation; one year of 
n machiniat; good physical son- 


experience a8 a journeyre 
ditions 


Approved~~ Givil Service Ce mann: ; | 


Certified Correct -- BD 
Ministers 
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‘go eaplervinen ant be sonponaiere for general 


wathine: work invelving construction, assenbiy, oh, 
and machine tool work; and to perform other rélated’ work 
as required, 


Primary sotsek _edusa tion; at least six years 
of oxperionse 1 ag a journeyman machinist or two years of 
experience as assistant foreman; preferably one year of 
experience as mehinist foreman on general work; preferably 
ability to direct others in the per formance of all kinds 
of bench and machine work ani im the making of repairs; 
good physical cond ition. 


OQEPENS ANTON: 


Prevailing Retes. 


Approved -~ Civil Service Commis a 


Certified Correct -- Depity Minis 
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| To perform various tasks involved in the 
transfer of malis from min Se Car to another at 
a junction point, and in the handling of mail bags 
at a City Post Office or Railway Terminal; to. erform 
simple sortetion work; and to perform other rei ted 
work as required. 


pedmary ‘gehool education, good physical 
condition; ability to understand ani follow directionge 


Anmal - $1,080 1,200 1,320 1,440 1,500 


Allowance: In the diseretion of 
ke Department, uniform and boots shall be 
supplied in addition te the above compen- | 


Hote: 


sation. 


Approved -- Civil Service Commi ssi 
Deputy's Description -- Overs 
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of a ng and distributing incoming 

mailea; e¢hecking and 4: ing stationery yg | 
ng an tehing al mail boxes; sealing and 

despatehing ord red mail; and other 

related 


( Mail Porter re itions in Postal District Offices are 
to be revised to Clerk, Grade "2" ren ions when 
vacated by the present ineumbents.) 
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fo wore EB eatay eupervd sion the ‘various tasks 
involved in the handling of bags of mail in a City Post 
Orfiee or postal or terminal station; the transfer of 
mails from ohe Hailway Mail Clerk to another or te trucks 
or storage reom at a junction point; to perform simple 
sortation work and other related work as required, 
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» under eee MAPS, 


Fausation @quivalat to high school graduation; 
either attendance for two years at a school of applied 
agience of recognized standing with one year of subsequent 
experionce in & map drafting office or three years of 
experfence in a may drafting office; ability to eompile 
raps from warvayeaa’ notea; knowledge of the various 
approved methods of map projection. 


Approved -- Civil Service Commission — 
Certifi od Correct ~- Deputy niasetee em 
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‘Under supervision, to prepare from notes and rough 
sketches plans and assembly and detail pigeon of machinery, 
mechanical equipment and plant layout and installations; 
and to perform other related work as assigned. 


ian  ‘Bdueation equivalent to high school graduation; 
either attendance for two years at a school of applied — 
science of recognized stamling with one year of experience 
as Junior Mechanical Drafteman or three years of experience 
ag Junior Mechani@l Draftemn; experience in a machine am 
gagting shop; preferably some knowledge of methods used in 
the mamfacture of machines and mechanical equipment. 


Ens ATION: 
Annual + 91,600 1,560 i 620 


For the present incumbent of position PO-PS-198 
the hae ars eT shall be: 
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DEPUTY'S DESCRIPTION 


( No definition by Civil Service 
Gommiss ion) 


TION OF CLASS: | 4 
Under direction of the Deputy Postmaster General to 
negotiate and confer with Railway technical officers and other = 
authorities on the subject of Post Office accommodations at = 
Railway terminals, to submié slternative suggestions where in i 
the opinion of the Department provision for allway platform 
facilities and means for handling the mail are considered in- 
adequate, to make studies for new postal projects in large cities — 
and to plan vehicle and conveyor traffic routes and accommodations © 
in connection with Post Office and Railway terminal projects, to 
be reeponsibie for the incorporation of facilities at Railwa 
and Postal Terminals that will ensure means for the practical 
extension of those facilities in the future and to generally ach 
in a eonmnl ting capacity to the Post Office Department on such ; 
gue stionge 


£o direct the design of re chanieal construction am 
physical layout of Post Office equipment and apparatus; to design, 
prepare estimates am supervise the construction, installation. 4 
or repair of mechanical systems of handling mail matter; to 
design ani prepare plans for the physical layout of receiving 
facilities at railway yards ani tracks; to be rosp neible for 
the provision of the necessary accommo ations for the maintenance 
and repair of all mechanical equipment, including garage accommo~ 
G@ations; to collest, co-ordinate data, make investigations and 
report thereon; and to perform other related work 4s required, 


"o direct the writing of specifications ani the pre- 
paration of estimates. 


%o direct the work of testing postage meters, postage — 
printing machines, stamp vewiing machines and other equi ment | 
eontrolling large source of postal revenue, and 48 & mem er of 
Departmental Committee dealing with the approval of these 
machines, to comment On Bande 
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‘Baucat tie pean to emiveesi om in mechanical 
engineering from a school of applied seience of recognized 
staming; extensive railway traffic and general construction 
experience; at least five years of experience in the design, 
estimate and construction of mechanical ee and apperatus, 
at least two years of which “we have been in a position of 
professional responsibility; a thorwugh knowledge of pract ial 
mechanies; ability to make inv vines ations, tests and reperts 
of existing or proposed ide ted tte navania tiene; firmness; 
tact; supervisory ability. 


3,600 3,780 3,960 


Oaee oats. 


87. 


fo Garry messages ani run errands; to do aimple 
clerical werk under supervision; and to perform other 
related work as parte tiiae 


pit aaibey gehoex eevereneen famihiarity with local 
geography; ' Souateeiintanon and alertness; ability to under. 
stand and follow directions; good addreas. 


Anal: $720 780 840 900 960 1,020 


Appreved «-- Civil Service Commission 
Certified Correct-- Deputy Minister, | 


ee. 


san o be ponsible to the Postmaster for tthe general 
charge a ag sablolaireiien ar. all branches of a Grade 12 Post 
Office at night and during peak periods when necessary; to 
exercise general supervision over the staff and. issue aswel 
netruetions as may be necessary to secure prompt and 
ditious handling of mail matter during his tour of duty; and 

to perform other related work as required. 


“ Baucation ehuivalent to high. hool, graduation; ih 
Least seven. years of postal experience in a supervisory ca 
city in a large city post office; a high degree of adminis ra- 
tive and supervisory ability; tact, good address and ability 
to meet the public. 


COMPENSATION: 
Annual: 


Approved -- Civil Service Commission — 
Certified Correct -- Deputy Minister. : 
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. Jo0>. Pe be responsible to the Postmaster for the general 
charge and supervision of all branches of a Grade 9, 10 or 11 
Post Office at night and during peak periods when required; to 
exercise general supervision over the staff and issue such 
instructions as may be necessary to secure prompt and expedi- 
tious handling of mail matter during his tour of duty; and 

to perform other related work as required. 


WUALIFICATIONS 3 


| Education equivalent to high sehool graduation; at 
least four years ofvexperionee in a supervisory capacity in mt 
the handling of mails in a larg® city post office; supervisory 
and administrative ability; tact, good address and ability 


JOMPENSATTON: ay TAS 
Annual; Grade 11 P.0. $5000 $3120 $5240. 
2880 3000 20 


Grade 10 P.O. ! 
Grade 9% P.O. 2760 2880 3000. 


Approved <-- Civil Service Commission KC 
Certified Correct -- Deputy Minister. Ai 
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Bice) nearer ai just, am. pe leiae in good running 
gon ition office appliances eeeirine high de of 
specialization; im aome cases +t o meredes the ‘operation 
of pen ch appliances; and to perform other related Work as 
required 


COMPENSATION: 


Amnual: 91,860 1,320 1,580 1,440 1,500 


Approved -- Civil Service Commission — 
Certified Correct-- Deputy Kinistore 
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To hs Sey edad and maintain in good running condition, 
one or more office appliances requiring some degree of 
special training, te overhaul, and make rumaing repaire, ag 
required; and to perform other related work as aes igned. 


Primary school edweation; preferably three months 
training en the type of machine to be operated ay icy 
some mechanieal ability; ability to operate Ligh hand and 
power machines; goed eyesight; dexterity; good physique. 


Rote: 
eard-punching machines in the Post Offiee Department may be 
paid in addition to the above compensation an allowance not 
exceeding $20 per month, depending upon the amount of work 
performed, stanfards for which shall be set by the Civil 
Service Commission, after conmitation with the Department. 


Employees in this clase operating Powers 


Approved-- Civil Service Commission 


Certified Correct-- Do pity Minist 
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for efficient services ingtead of amually the first 
¢ighteen months. 
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PACKER AND HELPER 


Po cheek, pack, unpack, and box, under dir. 
ection, var ious erred or materials ; and to perform other 
work as assigned i | 


_., , Ability to read and write and preferably primer y 
Chool eiucation; familiarity with the selection and making 
up of boxes and erates, with wrapping, tyldig, and labelling 
packages, and with wailing, bani ing, and mark. 


iny ing boxes and 
other containers; ability te check miscellaneous materials 


ageth ahha Geriod “XLiAe)'> ceck phyvioal cond tien. 


at 


Annual: 51,060 1,140 1,200 


Approved -- Civil Service Commission 
Ourti£ied Correct-— Deputy Mintuters: 
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Zo transport mail by means of a motor truck 
between a post office and railroad terminal, between a post 
office and postal station, or between eolleetion boxes and 
_ & post office ox postal station; to make minor motor track 
repairs; to deliver mail to nearby suburban offices; and to 
perform other related work as assigned. 


“At Least primiry sehool education; a chauffeur's 
license; ability to run a motor truck and make minor repairs; 
good physioal cond ition. | 


COMPENSATION:  - 


Allowance: Uniform and boots. 


910.00 per month in addition to the above com- 
pensation shall be paid to the incumbent of the position in 
this class in the Office of the District Superintendent of 
Postal Service at Ottawa. 


Approved -- Civil Service Commission 
Certified Correct for one position Cie 
Deputy's Deseription me Se position — 
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Yriving the official motor car for the 
District Superintenient or Inapector of Postal Service 
on. ob vaighrel ins 0 per or hp yg Ra sgl pn work; 
keeping th animes © eleanir 
motor ear pie taking minor repa: ? 
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TO @xamine and verify umer the direction of 
the Seyret et’, dy tye Bank Branch, @11 claims for 
outstaniing amount gs left b deceased depositors made 
by heirs at law, next of ki ho-ghebhedyioe notaries, 
or legal reyre Simatioans to pay such claims when 
Legal for ities have been complied with or sufficient 
evidence produced 1 in the ease of insane depositors te 
make payment to tutory committees; and to perform 
other "related work &8 required. 


= 


EBeueat ion equivalent to high sehool gradation 
referably legal training considerable knowledge of 
the law and legal forms pertaining to estate matters; 
gome ‘knowledge of aire 6 off ioe practi ee; abllity to 
read documentary French; good judgment. 


COMPENSATION: : 
nny $2,040 2,160 2,280 


2,400 2,520 


Approved -- Civil Service Commission 
Certified Correct ~~ Deputy saneudanipi als 
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DEFINI SION OF CLASS; 

To perform, under Supervision, any routine tasks 
in connection w ith postal work in a small city post office 
or in & postal station in a large city; in some cases to 
supervise the wark of others; and to perform other related 
work as assigned,  § = Cn at ee 


S eq¢> -— 


iidnare tokio dente primary sehool education; tact and 
courtesy in dealing with the publie; good eyesight, ability to 
concentrate ; geod physieal Sondition anl a good Memo ry. 


Anmal: | @1,080. 1,200 1,820 2,440 1,60 1,680 


HOTE : Postal Clerks in Post Offices under Grade 6 shall 
not pmeceed beyond a salary of $1,620 per annum. In City 
Post Offices of Grade 6 or higher no Postal Clerk shail 
proceed beyond 4 salary of 31,620 per annum witil he has 
passed @ major examination. 


Approyed -~ Civil Service Commission ; 
Certified Correet for sone positions Li 
Deputy's Description for some positions | 
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DEPUTY'S DESCRIPTION 


DEFINIEION OF CLASS: 


fo perform under hy yea WOUsS Ne 
agonal in soon gi with the s tre 


QUAL TNTCATIONS 3 


At least primary school dhnantiae: 
tact and courtesy in dealing with the public; good eye- 
sight, ability to concentrate; good phys ieal sond ition 

and @ good memorye 
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! %o perform, under supervi 
the tasks : re in the various seotions of a Post 
Dietrics ote th ag corresponiense, att making, 
preparing paylists, keeping records, filing 
supplies, treating dead m i matter, and, nie “related 
work as required. 
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fo perform under supervision any tasks connected 
with the receiving, distributing, sorting and forwarding of 
mail, including letters, newspapers, parcels or other mail 
matter; the revision, face-slipping and tying out of mail 
matter; the handling of registered and C.0.D. mail matter 
and the keeping of records connected therewith; the issuing 
and payment of money orders and postal notes; the trans~ 
action of savings bank and Government Annuities business; 
the sale of postage stemps and the renting of Post Office 
boxes; giving information to the public on Post Office mat- 
ters and performing other related work as required. 


100 
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: eek: iirc, shia. Bu ovEnien; one or more kinds a 

of posta work in the wes orft ce at Dawson, as assigned. ‘ 

At Least primary school education; tact and cour- Gi: 
tesy in dealing with the Ruuvcs, good Ret condition and , 
a e008 MeMOTY « | | | ‘ 

Ann@éal: $2520 $2640. ( 

; 


Approved -- Civil Service Commission 
Certified Correct -- Deputy Minister. 
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Inder direction to be in charge of the repair and 
maintenance work in a garage; to operate lathes, shepers, 
drills or other machine shop tools, machines aml appliances; 
to see that sufficient quantities of supplies and accessories 
are kept on hand; to keep stoek, time and other shop records; 
in the absence of the Garage Supervisor or Superintendent, to 
gupervise the duties of Postal Chauffeurs; and to perform 
other related and emergency work as required. 


UALIPICATIONS: | 

Primary school education; at least five years of 
experience as a machinist and in addition experience in 
general sutompbile repair work; ability to keep simple re- 
cords; good physical condition. 
COMPENSATION: 
Amnual: $1620 41740 $1800. 


Approved -- Civil Service Comission 
Certified Correct -- Deputy Minister. 
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Primary school education; at least three years of ex- 
perience as a chauffeur or in automobile repair work; ability 
to keep simple records; good physical eondition. = 


Annual: $1440 91560 $1620. 
Allowanee: Uniform. 


Approved -- Civil Service Commission 
Certified Correct -- Deputy Minister 


Under direction, to have charge of and be responsible 
for the work of a large group of helpers, repairmen and ceheuf- 
feurs in and around a garage or on the road and to supervise 
the postal duties of chauffeurs; to assign chauffeurs and to 
route cars; to order and care for supplies and accessories; to 
be responsible for the keeping of stock, time and other records; 
and to perform other related work as required, 


i : Education equivalent to high school graduation; not 
less than five years of experience in a supervisory capacity 
in a large garage or cutomoblle manufacturing concern or work 
of equivalent character; preferably with a knowledge of the 
ee duties required; tact and good judgment; supervisory 
@oi. ty. 


COMPENSATION: 
Annuel; $2160 $2280. $2400 $2520. 


04 


Approved -- Civil Service Commission 
Certified Correct -- Deputy Minister. 
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Under direction to have charge of and be responsible 
for the work of helpers, repairmen and chauffeurs in and around 
a garage or on the road and to supervise the postal duties of 
chauffeurs; to assign chauffeurs and to route cars; to order 
and eare for supplies and accessories; to be responsible for 
the keeping of stock, time and other records; and to perform 
other related and emergency work as required, 


QUALIFICATIONS: 


Faucation equivalent to high school greduetion; not 
Less than three years of experience in a supervisory capacity 
in a garage or automobile manufa@huring concern or work of 
equivalent character, preferably with a knowledge of the postal 
duties required; tact and good judgment; supervisory ability. 


Annual: $1920 $2040 $2160 $2260 $2400. 


Approved -- Civil Service Comuission 
Certified Correct -- Deputy Minister. 
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Under supervision, to perform general 
relief duties in positions of Postal Clerk, Letter 
Carrier, Postal Porter, Trenefer Agent, or any other 

posi Se in eonneetion with the work of a elty 
off fe and to perform other related work ag 


required for the classes (a) Postal 
eg my ee (b) Letter Carrier, Postal Porter, or 


Ge 


JOMPENS ATION : 
Ammael: $1,020 1,140 1,260 1,320 


Approved -- Civil Service tga 98 8 
Certified Correct -- Deputy 
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| , _ fo receive from the public various classes 
of mall matter regarding which the sender desires in- 
formation and supply the information ry ages to answer 
other enquiries regarding postal mttera; and to perform 
- other related work as required. 


AG least two years of high school education 
and mot less than five of postal training; thorough know- 
Ledge of postal rates and a general knowledge of postal 
laws and regulations; tact, good address, and ability to 
meet the public. 


¢ 


ONPER SATION: : 
Anmusl; $1,680 1.800 1,920 


Approved -- Civil Service Commission | 
Certified Correet-- Deputy Ministers bas.) 
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To have general charge, under the direction of the ; 
Deputy Postmaster General and the supervision and inspection 
of a Chief Post Office Superintenient, of the post office at 
Atliny to collect, safeguard and account for the revenue ef the 
office; to be responsible for the prompt and expeditious handling 
of mail matter; pellet y fine tne Mn ndgrtaniaras ep pl tty given 
by the office and meke adjustments when found desirable or ne- 
cessary; to make reports to @at carry out instructions received 
from the Department; and to perform other related work as required. 


At least primary school education; reliability and some 

familiarity with the keeping of simple records and the handling of 

eash; tact and ability to meet the public. 

COMPENSATION: 
Annual: $1680 41800. 


Approved -- Civil Service Comuission 
Deputy's Deseription -~ Over, 
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, To manage an Accounting Ppst Office, including the 
receipt, delivery, sortetion and despatch of mail; the sale of 
postage stamps and postal notes; the transaction of money order, 
SOTADER DORE S05 TELE IOC. Piel Bene), Oe furnish Postal and other 
information relating to an Accounting Post Office. 

fo supervise the work of rural couriers where necessary; 


sa provide the necessary staff requisite for the operation of the 
office, 


To safeguard Post Office funds and credits; to properly 
keep the records required by the Department; to render accounts as 


required; to provide proper accoymodation, 


Seeatain 


fo have general charge, under the direction of the 
Deputy Postmaster General and the supervision and Inspection 
of a Chief Post Office Superintendent, of the post office at 
renege | to collect, safeguard, and account for the revenue of 
the office; to organize and exercise general supervision over 
the staff and issue such instructions as may be necessary to. 
seoure prompt and expeditious handling of mail matter; to 
handle complaints concerning the service given by the office 
and make adjustments when found desirable or necessary; to — 
make reports to and carry out instructions received from the 
Department; and to perform other related work as required. 


CUALIFIOATIONS 


Education equivalent to high school graduation; 
at least two years of postal experience, preferably in a 
supervisory eapacity; tact, good address, and ability to 
meet the public, trustworthiness and administbative ability. 


COMPENSATION: 
Annual: $6000. 


Approved -- Civil Service Commission 


Depmity's Description -- Over. 
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ooo « Under direction to adminigter and control the whole 
of the postel operations in the area served by the Dawson Post 
Office, including the co-ordination, organization and manage- 
ment of the various component parts of the postal unit; to be 
responsible for the maintenance of an efficient and economical 
public service; the proper collection, safeguarding and account- 
ing of revenue; the prompt expeditious handling of mail 
ee the maintenance of proper discipline of the staff; the 
control and supervision of all equipment, mechanical or other- 
wise, utilize’ by postal employees; the dissemination of Post 
Office information and publicity. 


Ade2 


Under direction of the General Superintenient of 
Postal Service, and the supervision and inetruction of & 
District Superintendent of Postal Service, to have general 
charge of the Poat. office at Yort MeMurray; to eollect, safe- 


guard and account for the revenue of the office; to be res- 
ne prompt and expeditious handling of mail 


ponaible for the prompt editious handling of mail 
matter; to centralize and provide suitable storage Pa 
to make decisions aa to dispatch and points of call; to handle 
complaints concerning the service given by the of ice and to 
make adjustments when found desirable or necessary; to keep 
records; to make reports, and carry out instructions received 
some Soe Department; and to perform other related work as 
required. | i 


and 


QUALIFICATIONS: 
Primary school education and preferably high school 


graduation; some familierity with the keeping of simple records 
and the handling of cash; tact, good judgement; good address; 
ine 99 imams and ability to meet the public; good physical 
con on. 


Annual: $1660 $1980 $2100. 


Approved -- Civil Service Commission 
Depaty's Description -- Over. 
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t +t Hy A CLASS 3 


se While the definition quoted accuratel; deseribes 
the work perfommed at Fort Melurrey, it should be stated 
thet the special duties ani the special ac commodation are 
due to the fact that Fort Meliurray is the terminus of the 
railway, necessitating large quantities of mail being stored 
but at the same time segregated for despatch to the North by 
different conveyances, including the mail planes whieh start 
from that point. : | | big : 


| fhe Postmaster is not galy reeponsens for keeping 
the mails segregated, but when the time for despatch comes he 
must decide quickly what classes of mail gheali be sent forward 
and what classes must be left behind. 
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other related work as required, 


QUALIFICATIONS: 


Primary school education end preferably high school 
gradustion; some familiarity with the keeping of simple records 


and the handling of cash; tact; good judgment; good address; 
trustworthiness and abilit 
eondition, 


y to meet the public; god physical 


Annual: $1020 $1080. 


Approved -- Civil Service Comission 
Certified Correct -~ Deputy Minister. 
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to receive incoming mail and sort it for boxes, rural mail cou- 
for forwarding according to schedules prepared or instructions 
issued; to sell stemps and handle money order, postal note and 
related business; to provide, supervise, and pay the necessary 
staff of employees; to supervise rural meil couriers; to handle 
the records, correspondence, and revenue of the office and to 
coneerning postal laws, regulations and methods; &nd to per- 
form other related work as required, 


At least primary school education; reliability and 
some familiarity with the keeping of records and the handling 
of cash; tact and ability to meet the public; in case of the 
larger offices, supervisory ability. 


COMPENSATION: 


Percentage on Revene: . 

(Approved by the Governor-in-Couneil on the 
recomuendation of the Postmester General (0.0,.P.0. 
478-811 dated the 15th May 1928 and 0.0. 404-2256 
dated the 4th December 1929) 


70% of first 91000 revenue including money order 
commissions eolleeted from the public. 


30% on sale of articles of postage stamp issue 
amounting to between $1000 amd $10,000 per annum 
and 80% on money order comaissions collected from 
the public. 

20% on revenue over $10,000 including money order 
commissions collected from the public. 


A minimum selery of $100 for offices having a 
reverme of less than $145.00 per annum, 


Allowances: 
(Approved by the Civil Service Commission) 


Rent, light and fuel: | 3 
An allowance based on the revenue of each office. 
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ASTER, GRADE 2 (Cont'd) 


This allowance is not to be paid at offices in Government 
buildings or in buildings leased by the Government. 


Forward Allowance. 


15 per cent on the revenue of all dependent offices for which 
direct forward duty is performed and 74 for indirect forward 

duty, the minimum forward allowance to be $5.00 for each de- 

pendent office, for either direot or indirect forwarding. 


Night Dutys: 


who ere required to open 


An allowance varying from $20 to 8400 to Postmasters 
their offices before 7 AM. 


and to keep them open after & P.M.; the allowance to 
be fixed according te the time occupied and the amount 
@f work to be done at each office, 3 en 


Savings Bank Business: 


272¢ on every $100 deposited, 


Postal Vote Business: 


lg commission on each postal note sold, 


| The Postmasters of the following Grade 2 offices are 
with the approval of the Civil Service Commission, paid a fixed . 
salary ranging from $2040 to $2280 per annum, Annual increase $120. 


Antigonish, N. S, 
yuathaa, MN. B, 
Cobourg, 0 


Leamington, Ont. 
Wapanes, Ont. 
Nelson, B. C. 
Norwood Grove, Man. 
Waterloo, Ont. 


Paris, Ont. 
Pembroke, Ont. 
Piaton, Ont, 

Port Hope, Ont. 
St. Boniface, Man. 
St. Jean, P.c. 
Sumnerside, P.i.I. 


Approved -- Civil Serviee Comuission 
Deputy}s Deseription -- Over, 
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he following is submitted by the Department as the 
definition of class for Postmasters Grade 2,- 


fo manage an Accounting Post Office, including the 
receipt, delivery, sertation and despatch of mail; the sale 
of postage stemps and postal notes; the transaction of money 
order, savings bank and related business; to furnish Postal 
and other information relating to an Accounting Post Office. 


fo suvervise the work of rural couriers where ne- 
cessary; to provide the necessary staff requisite for the 
operation of the office. 


«fo safeguard Post Office funds and credits; to 
properly keep the records require’ by the Department; to 
render aecounts as required; to provide proper accommodation. 
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NITION OF CLASS 


fo have general charge of a non-accounting post office; 
to receive, sort and deliver to the public incoming mail; to — 
despatch outgoing mail; to sell stamps end postal notes and to 
cash postal notes; to answer questions concerning postal rates, 
laws and other matters; to keep records and renier accouhts 
required by the Post Office Department; and to perform other 
related work as required. " | | ‘i 


JUALIFICATIONS : 


Preferably primary school education; ability to provide 
satisfactory quarters; ability to give evidence of honesty and 
good moral character; ability to deal with the public and keep 
necessary postal reeords. 


Percentaze on Revenue: 
(Approved by the Governor-@n-Couneil on the recomuen~ 
dation of the Postmaster General, 0.C.P.C. 176-611, dated the 
1Bth Mey 1926, and 0.C. P.C, 404-2386, dated the 4th December, 1929). 


70% on the first $1000 of revenue, 
30% over 31000 revenue, 


Minimum salery of $100 for offices having a revenue of 
less than 7145. per annum, 


Allowances: 
{Approved by the Civil Service Commission) 


Rent, light and fuel: 

An allowance based on the revemie of each office, 
This allowance is not to be paid et offices in Govern- 
ment buildings or in buildings leased by the Government, 


Forward Allowance: 
15 per cent on the revenue of all dependent offices 
for which direct forward duty is performed and 74 
for indirect forward duty, the minimum forward 
allowance to be 35.00 for each depéndent office, 
for either direct or indirect forwarding. 
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GRADE 1 (Cont'd) 


Wight Duty: | ae | 
An allowance varying from $20 to 9400 to Postmasters 
who are required to open their offices before 7 AM. 
and to keep them open efter 6 P.MA; the allowance to 
be fixed adeording to the time oceupied and the amount 
of work to be done at each office. 


Postal Note Business: 
1g comission on each postel note sold. 


Approved -- Civil Service Comuission 
Deputy's Description -~ Over. 
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Under akeeetinn to have charge of a crete 12 Post Office; 
to Gollect, safeguard and account for the revenue of the office; 
to organize and exercise general supervision over the staff and 
issue such instructions as may be necessary to eaeere A Goeth: and 
expeditious handling of mail matter; to deal wari. omplaints con- 
cerning the service given by the office and meke adjustments when 
found desirable or necessary; to make reports to ‘end carry out 
instructions received from the ‘Depertaen 3; and to to perform eer 


renenet canoer as b UNS ERNOS 4 


. ‘Bdueation cuameaseate a: to sid ae dthodt gthhad ti and ore- 
ferably university training; at least eight years of postal expe- 
rience in an important edministrative or supervisory position in 
one of the larger city post offices or postal experience of equi- 
valent character and standard; a ce degree of administrative 
ability; good address and ability to the public. 


COMPENSATION: 
Annual; $8100 95400 $5700. 
NOTE: @rade 12 Post Offices are: Montreal and Toronto, 


Approved -- Civil Service Commission 
Deputy's Description -- Over. 
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Under direction, to have charge of a Grade 11 Post Office; 
to collect, safeguard and account for the revenue of the office; 
to organize and exercise general supervision over the staff and 
issue such instructions as may be necessary to secure prompt and 
expeditious haniling of mail matter; to deal with complaints con- 
cerning the service given by the office and meke adjustments when 
found desirable or necessary; to make reports to and carry out 
instructions received from the Department; and to perform other 
Peleted work as required, = = = sisiid pice , 


aa ' Education equivalent to high school graduation and 
preferably university training; at least eight years of postal 
experience in an administrative or supervisory capacity in a 
large city post office or postal experience of equivalent cha- 
racter and standard at least six years of which shali have been 
in, or equivalent to, an important administrative position in one 
of the larger city post offices; a very high degree of administra- 
tive ability; good address and ability to meet the public. 


Annual: $4620 $4920 $5220. 


NOTE: Grade 11 Post Offices are: Winnipeg. 


Approved -- Civil Service Commission 
Deputy's Description ~- Over. 
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SPINITION OF CLASS: 


 - Under direction to administer and control the 
whole of the postel operations in the area served by a. 
Grade 11 Post Office, including the co-ordination, orga- 
nization end management of the various component parts. | 
of the postal unit, to be respompible for the maintenance 
ef an efficient and economical public service; the proper 
collection, safegurrding and accounting of revenue; the 
prompt and expeditious handling of mail matter; the main- 
tenance of proper discipline of the staff; the control 
and supervision of all equipment, mechanical or otherwise, 
utilized by postal employees; the dissemination of Post 
Offices information and publicity, end the creation and 


introduction of improved Post Office methods. |. 


Under direction, to have charge of a Grade 10 Post Office; 
to collect, safegeard and account for the revenue of the office; to 
organize end exercise general supervision over the staff and issue 
such instructions as may be necessery to secure prompt and expe- 
ditious handling of mail matter; to deal with complaints concerning 
the service given by the office and make adjustments when found 
desirable or necessary; to make reports to and carry out instruc- 
tions received from the Department; and to perform other related 
work as recuired. ak ne an eek alter eto 


TATIONS: 


“habe Education equivalent to high school graduation and pre- 
ferably university training; at least eight years of experience 

in an administrative or supervisory eapacity in a eity post office 
or postal experience of equivalent character and standard, at 
least four years of which shall have been in, or equivalent to, 

an important administrative position in a large city post office; 
a high degree of administrative ability; tact, good address and 
ability to meet the public. 


COMPENSATION: 
Annual: $4320 $4500 
NOTE: @rade 10 Post Offices are: Vancouver, 


Approved -- Civil Service Comnission 
Deputy's Deseription -- Over. 
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Under direction to administer and control the whole 
of the postal operations in the area served by a Grade 10 
Post Office, including the co-ordination, organization and — 
management of the various component parte of the postal unit; 
to be pe, ore ap for the maintenance of an efficient and 
economical public service; the proper collection, safemgarding 
and ac@ounting of revenue; the prompt end expeditious handling 
of mail matter; the maintenanee of proper discipline of tle 
staff; the control and supervision of all equipment; the 
dissemination of Post Offiee information and publicity, 
ar creation and introduction of improved Post Office 
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% Under direction, to have charge of a Grade @ Post 
Office; to collect, safeguard and account for the revenue of 
the office; to organize and exercise general supervision over 
the staff and isaue such instructions as may be necessary to 
secure prompt and expeditious handling of mail matter; to 
deal with complaints concerning the service given by the of- 
fice and make adjustments when found desirable or necessary; 
to make reports to and carry out instructions received from 
the Department; and to perform other related work as required. 


COMPENSATION: 


@unual: $4200 $4380 $4560. 
NOTE: Grade 9 Post Offices are: Ottawa. 


Approved -- Civib Service Comuiss 
Deputy's Description -- Over, ee 
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‘Under direction | €  abebideter ana’ dontrel the Wale 
of are yostal operations in the area served by a Grade 9 Post 
Office, including the co-ordination, organization ahd manage- 
ment of the various component parts ‘of the postal unit; to be. 
responsible for the maintenance of an efficient and economical 
publie service; the proper collection, safeguarding and ac- 
counting of revenue; the prompt and expeditious handling of 
mail matter; the maintenance of prover discipline of the staff; 
the control. and supervision of all equipment, mechanical or 
otherwise, utilized by postal cm i ,oyees; the dissemination of 
Post Office information and ta eity, and the ¢ reation and 
introduction of improved Pos Office methods. 
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Under direction to have charge of a Grade 8A Post 
Office; to collect safeguard and account for the revenue of 
the office; to organize and exercise general supervision over 
the staff and issue such instructions as mey be necessary 
to secure prompt and expeditious handling of mail matter; 
to deal with complaintea concerning the service given by the 
effice and meke adjustments when found desirably or necessa- 
ry} to make reports to and carry out instructions received 
sbaaghe-94 Department; and to perform other related work as 
rewired. | : | ‘agg 


 ‘Bducation equivalent to high school graduation and 
preferably university training; at least eight years of postal 
experience in an administrative or supervisory capacity in 

a city post office or postal experience of equivalent cha- 
racter and standard, at least one year of which shall have 
been in, or equivalent to, an important administrative po- 
sition in a large city post office; a high degree of admi- 
nistrative ability; tact, good address end ability to meet 

the public. 


COMPENSATION: 
Annual: $3840 $8960 $4080. 


NOTE: Grade 8A Post Offices are: Calgary, Hamilton, 
Quebec, Regina. 


Approved -- Civil Service Comission 
Deputy’s Description -- Over. 
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counting of abr paged the prompt and expeditious handling of 


mail matter; the maintenance of proper discipline of the staff; 
the control and supervision of all equipment, mechanical or 
otherwise, utilized by postal employees; the dissemination of 
Post Offiee information and publicity, and the creation and 
introduction of improved Post Office methods, 
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Under direction to have charge of a Grade 6 Post 
Office; to collect, safeguard and account for the revenue 
of the office; to organize and exercise general supervision 
over the steff and issue such instructions as may be neces- 
sary to secure prompt and expeditious hendling of mail mat- 
ter; to deal with complaints, concerning the service given 
by the office and make adjustments when found desirable or 
nec@ssary; to make reports to and carry out instructions 
received from the Department; and to perform other related 
work as required. . ital ail wre A iangesaieth: 


ability. 


COMP ENSATIOR: 
Annual: $3480 $3600 $3720. 


NOTE: Grade 8 Post Offices are: Edmonton, Halifax, 
London, Windsor. 


Approved -~- Civil Service Commission 
Deputy's Description -- Over, 
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EFINITION OF CLASS: . 


. “Under direction to administer and control the whole 
of the postal operations in the area served by a Grade 8 Post 


nent of the various component parts of the postal unit; to be 
eerie’ sare for the maintenance of an efficient and economical 
ing of gb Abegeond the prompt and expeditious handling of mail 
matter; the maintenance of proper discipline of th staff; 

the control and papery sri es of all equipment, mechanical or 
otherwise, utilize’ by postal employees; the dissemination 

of Post Office information and publicity, and the creation 

nd introduction of improved Post Office methods. 
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Under direction to have charge of a Grade 7 Post 
Office; to collect, safeguard and account for the revenue 
of the office; to organize and exercise ceneral supervision 
over the staff and issue such instructions es may be neces- 
sary to secure prompt and expeditious handling of mail mat- — 
ter; to deel with complaints concerning the service given — 
by the office and mke adjustments when found desirable or 
necessary; to make reports to ané carry out instructions re- 
ceived from the Department; and to perfomm other related 
work as required, = ; eorpeds 7 sm ‘ | 


QUALIFICATIONS: 


 -‘—Rdueation equivalent to high school graduation 
and preferably university training; at least seven years 
of postal experience in an administrative or supervisory 
capacity in a city post office or postal experience of 
equivalent character and standard; tact, good judgment and 
aprite to meet the public; a high degree of administrative 
ad: ys 4 


Annual: $3180 $3300 33420. 


NOTMR Grade 7 Post Office are: Moncton, Moose Jaw, 
Saskatoon, St. John, Victoria. 


Approved -- Civil Service Commission 
Deputy's Descriptiln -- Over. — 
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7 Under direction to heve charge of a Grade 6 Post Office; 
to collect, safeguard and eccount for the revenue of the office; 
to organize and exercise general supervision over the staff and 
issue such instructions as mey be necessary to secure prompt and 
expeditious handling of mail matter; to deal with complaints son- 
cerning the service ¢iven by the office and make adjustments when 
found desirable or necessary; to make reports to and carry out 
instructions received from the Department; and to perform other 
related work as required, | 


| - ~‘Bdueation equivalent to high school graduation and 
preferably university training; st least six years ef postal 
experience in an administrative or supervisory capacity in 4 
city post office or postel experience of equivalent character 
and standard; tact, good address end ability to meet the publke; 
a high degree of administrative ability. 


NOTE: Grade 6 Post Offiees are: Brandon, Brantford, Guelph, 
Kingston, Kitchener, New Yestminster, Niagara Felis, 
Oshawa, Peterborough, Sherbrooke, St. Catherines, 


Approvei -- Civil Service Commission 
Deputy's Description -- Over, 
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| Under direstion to anndsbee and monet the whole 
of the postal operations in the srea served by a Grade 6 Post 
Office, including the co-ordination, organization and manage- 
ment of the various component parte of the postel unit; to be 
résponsible for the maintenance of an efficient and economical 
publie service; the proper eollection, safeguarding and account- 
ing of revenue; the prompt and expeditious handling of 7 mga . 
matter; the maintenance of proper discipline of the staff; 

control and supervision of all equipment, mechanical or o' i 


wise, utilized by postal employees; ‘the ‘dissemination of Post 
Office information and publiod bys 
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Under direction to have charge of a Grade 5 Post Office; 
to collect, safeguard and account for the revenue of the office; 
to organize and exercise general supervision over the steff and 
issue such instructions as may be necessary to secure prompt and 
expeditious handling of mail pep’ to deal with complaints con- — 
cerning the service given by the office and make adjustments when 
found desirable or necessary; to make reports to and carry out 
instructions received from the Department; and to perform other 


related work as required. 


experience in 4 supervisory ag eprng 44 Kenariig Pt i pe ew and 


Annual: $2640 $2760 $2880. 


NOTE: ae 5 rin lal ag ag nde Pro isci Charlottetown, Port 
Arthur, Sarnia, Smilt 5 warie, St. Thom Stratford, 
Fort william, fredericton, Galt, Letuhriage’ North Bay, 
Sudbury, Sydney, Three Rivers. 


Approved -- Civil Service Commission 
Deputy's Deseription -- Over. 


pe 
fe hoo. fond ‘pyblowd ae 
a. wiakes ‘Yo negee | sie a 


‘ee | Rts Oana onan 


irk a ~medtat? rere Bao LTO. ta0%, a 
| ede patio ate thee. 

ved toad AULSD nots EB do 
eter bi word COnbYe a 


i a 


ian ! esp vend 


livid eer = Bes Pa 


138 


Under direction to administer and control the whole of 
the postal operations in the area served by a Grade 5 Fost Office, 
including the co-ordination, organization and management of the 
various component parts of the postal unit, to be responsible for 
the maintenanee of an efficient and economical public service; the 
proper collection, safeguarding and accounting of revenue; the 
prompt and expeditious handling of mail matter; the maintenance of 
proper discipline of the staff; the control and supervision of all 
equipment, mechanical or otherwise, utilized by postal employees; 
the dissemination of PosteOffi¢e information and publicity. 


Under direction to have charge of « Grade 4 Post Office; 
to collect, sefesuard and account for the revenue of the office; 
to organize and exereise general supervision over the staff and 
issue sueh instructions as may be necessary to secure prompt and 
expeditious handling of mail matter; to deal with complaints con- 
cerning the service gtven by the offie@ and make adjustments when 
found desirable or necessary; to make reports to and carry out 
inatructions received from the Department; and to perform other 
related work as required. 


QUALIFICATIONS : 


: Education ecuivalent to high school graduation and 
preferably university training; at least four years of postal 
experience in a supervisory capacity; tact, good address and 
ability to meet the public; trustworthiness and a high degree 
of administrative ability. 


COMPENSATION: 
Annual: $2400 42520 42640. 


NOTE: Grade 4 Post Offices are: Amherst, Belleville, Brockville, 


Cornwall, Ghace Bay, Hull, Levis, Lindsay, Medi- 
¢ine Het, Nanaimo, Owen Sound , North Battleford, 
Prince Albert, st. Hyacinthe, "thetford Mines, 
Truro, Welland, Yoodstock. 


Approved -- Civil Service Comission 


Deputy's Description -- Over. 
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Under direction to administer and control the whole 
of the postal operations in the area served by a Grade 4 Post 
Office, including the co-ordination, organization and manage- 
ment of the various component parts of the postal unit; to be 
responsible for the maintenance of an efficient and economical 
public service; the proper collection, safeguarding and account- 
ing of revenue; the prompt and expeditious handling of mail 
matter; the maintenance of proper toh denon of the staff; the 
contro] and supervision of all equipment, mechanical or other- 
wise, utilized by postal employees; the dissemination of Post 
office information and publicity. 
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Under direction to have charge of a Grade 3 Post Office; 
to collect, safeguard end account for the revenue of the office; to 
organize and exercise generel supervision over the staff and issue 
such instructions as may be necessary to secure prompt and expe- 
ditious handling of mail matter; to deal with complaints concern- 
ium the service given by the offic e and meke adjustments when found 
desirable or necessary; to make reports to and carry out instruc- 
tions received fz m the Rarer tee and to bash iii other related 
work as required. : 


eaas fa Maude od +6 high school graduation; at least 
ieee yeara of “er etd experience in a supervisory capacity; tact, 
good address and ebility to meet the public; trustworthiness: and 
niministrative ability. 


Annual: 32160 $2280 $2400. 


NOTE: Grade 3 Post Offices are: Collingwood, Portage la Prairie, 
Smith's Palls, and Yarmouth. 


Approved -- Civil Service Comission 
Deputy's Description -- Over, 
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| Under direction to administer and control the whole of 
the postal operations in the area served by a Grade 3 Post Office, 
including the co-ordination, organization and management of the 
various component parts of the postal unit; to be responsible for 
the maintenance of an efficient and economical public service; 

the proper collection, safeguarding end accounting of revenue; 

the prompt and expeditious handling of mail matter; the mainte- 
nance of proper discipline of the staff; the eontrol and super- 
Vision of all equipment, mechanical er otherwise, utilized by 
postal employees, the dissemination of Post Office information ’ 
and publicity. bie dhe 


cat 


44 


} 


Get 
eS 


uN 4 ‘ 
rae ee, dik 


ro 


‘ 


Las 


Po rr eeres charge of an accounting post office; 
to receive incom: te and sort it for boxes, rurel mail 
eourlers, general delivery and dependent offices; to sort mail 
for forwarding al delivs to scheiules prepare’ or instructions 
issued; to sell stamps and handle money order, postal note and 
related business; to provide, supervise,. and pay the necessary 
staff of employees; to supervise rural mail couriers; to handle 
the records, corresponience, and revenue of the office and to 
ged periodic accounts; to answer questions from the public 

neerning postal laws, regulations and erent nnd he merrers 
Sther related JePk, ae. required aeons 


At least primary school education; reliability and some 
femiliarity with the keeping of records and the handling of cash, 
tact and ability to meet the public; in case of the larger offi- 
$Ahe supervisory kickin 


Approved -- Civil Service Commission 
Certified Correct -- Deputy Minister. 


fers iy | 


To have general charge, under the direction of the 
Deputy Postmaster General and the supervision and inspection 
of a Chief Post Office Superintendent, of the post office at 
Prince Rupert; to collect, safeguard and account for the re- 
venue of the office; to organize and exercise general super- 
vision over the staff and issue such instructions as may be 

necessary to secure prompt and expeditious handling of mail 


matter; to handle complaints concerning the service civen by 
the office and make adjustments when found desirable or ne- 
cessary; to meke reports to and carry out instructions received 
from the Department; and to perform other related work as 


required, 


| Education equivalent to high school graduation; at 
least two years of postal experience, preferably in a super- 
visory capacity; tact, good address, and ability to meet the 
public; trustworthiness and administrative ability. . 


OMPENSAT ION: 
Anmnuab: 62500 %2620. 


Approved -- Civil Service Comission 


Deputy's Description -~ Over. 
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Under direction to administer and control the whole 
of the postel operations in the area served by the Prince Ru- 
pert Post Office, ineluding the co-ordination, organization and 
management of the various component parts of the postal unit; 
to be responsible for the maintenance of an efficient and eco- 
nomical public service; the proper collection, safeguarding 
and accounting of revenue; the prompt and expeditious handling 
of mail matter; the maintenance of proper discipline of the 
staff; the control and supervision of all equipment, mechanical 
or otherwise, utilized by postal employees; the dissemination 
of Post Office information and publicity. 
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To have dined charge, under the direction of the 
Deputy Postmaster General and the supervision and inspection 
of a Chief Post office Superintendent, of the post office at 
White Horse; to collect, safeguard, and account for the reve- 
nue of the office; to issue pase instructions as may be neces- 
sary to secure prompt and expe Pg handling of mail matter; 
to handle foaninteee Mntheentea ¢ srvice given by the office 
and make adjustments when found Ayakxnurk or necessary; to make 
reports to and carry out instructions received from the Depart- 
meth and to Eh PAGE i a work as Pi in at | 


a9" ‘Education Pepe en to > eae gehodl ‘gvamauwneigy at 
ere two years of postal yg etl tact, good address, and 
te to meet the public; trustworthiness and administrative 
& ye 


COMPENSATION : 
Annual: $3000 $3120. 


Approved -~- Civil Service Commission 
Deputy’s Description -- Over. 
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POSTMASTER, WHITE HORSE 


DERUTY'S DESCRIPTION 


‘adie hi teadion: to administer and control the whole 
of the postal operations in the area served by the white Horse 
Post Office, ineluding the co-ordination, organization and ma- 
nagement of the various component parts of the postal unit; to 
be responsible for the maintenance of an efficient and econo- 
mical publie service; the proper collection, safeguarding and 
accounting of revenue; the prompt and expeditious handling of 
mail matter; the maintenance of proper discipline of the staff; 
the control and supervision of all equipment, mechanical or 
otrerwise, utilized by postal employees; the \eeeiamicaminaein of 
Post Office reonciosiieieiighe and aire : 
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DEFINITION oF CLASS § 


fo : pee tev, ne a treovsen, Aifttoult or teohnieal 
wide ef a Vierted nature requiring & high degree of spesial- 
ization, or to supervise a small group oyees engaged 
in elerica 1 work requiring cons tier 


abie knowledge of clerical 
methods ani some specialization, or to supervise a large 
mumber of clerical employees eng . in simple clerioal work, 
or to take charge of 4 small aduinistrative unit, requiring 
the exercise of cons Merable indepenient judemen + am dise 
sieroaniats and to perform other related work as required. 


: wtb aii’s fate oqut ment te high school graduation; 
edt tren knowledge of the clerical work and procedure of 
an organization; at least two years of clerical experience 
in @ gipervisery cameity; wide knowledge of modern o ff ice 
practice; administrative ability. 


Annual: 91,920 2,040 2160 2,280 28,400 
Note: Where quarters or other allowance is pro- 


vided the value for game is to be deducted 
from the above compensation, the amount 

to be deducted to be decided by the Civil 

Serviee Commission after consultation with 
the Department. 


nadie ~- Givil Service Commi esion 
Certified Correst -- Demty Minister. 
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| Uncer direction, to supervise the work of 

a iaree group of employees in one of the rend City 
Post Offiees, or to perform work of a specialized 
character, requiring an extensive knowledge of postal 
procedure, in the Office of a District Superintendent 
of Postal Service or in one of the larger city post 
offices; and to perform other related work as required. 


erare of experience in postal work, 


@ 
# 
q 


two years of which sha : : 
capacity or in postal work of equivalent . 
standard; administrative and supervisory ability. 


COMPENSATION: 


Approved -- Civil Service Commission 
Certified Correct for some positions 
Depity's Desoription for gene positions 
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& group 0 ou ayeeni Oo perform w ofa highly spes- 
reaps tharacter, requiring an extensive knowl eige of 
postal procedure and the operation of the Post Office Act; 
larger Districts to supervise work of Enquiry or Oper- 
Cheri. Seetions, under the direction of a Head Postal 
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Under direction, to supervise the work of a large 
staff of Transfer Agents at one of the largest postal centres; 
to eheck errors and other irregulerities in the sending and 
receipt of mails; to arrange hours, allot tasks and maintain 
discipline; to make requisition for and issue tniforms and 
other supplies to Transfer Agents; to answer enquiries and 
Keep records connected with the work; and to perform other 
related or emergency work as required. de 


At least primary sehool education; two years of 
experience in the supervision of Transfer Agents or expe- 
rience considered equivalent; good physical condition, 
supervisory ability. bait a , : | 


Aunval: 91740 $1860 $1980 $2040. 


Approved -- Civil Service Commission 
Certified Correct -- Deputy Minister, 
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fo have immediate charge of “gg og and other 
correspondence of the Postmaster Generag to be in 
attemance on the Postmster General in ordez to atten 
to detail administrative work; to arrange interviews ond 
rece ive ue te 4 allers; to confer with heais of 
branches; to perform other related duties as aaa : 


Edweation equivalent to high sehool graduation 
and preferably university training; previous experience 
in @ gecretarial gapacity; a high order of intelligence, 
tact, good judgment; ability to deal with employees and 
ol yori ie; good address; a good command of both. 

LUARCE « 


COMPENSATION: 


Determined by Governor General in Couneile 


Exempt Class. 
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| fo handle mail of all kinds on a railway mail ear; 
to be responsible in turn for the supervision of the crew 
on @ railway mail ear; to handle registered matter; to 
sort, revise, and tie up letters ; to be personally res- 
pons ible for the trarsfer of regiat ered mail between post 


offices and railway terminals; and to perform other ro- 
lated work as required. 


mary school educetion; et least ons 
infor Railway Mail Clerk or in work 
qandarad; thorough knowledge of 


BH ASA 


year of exp 
of similar cba 


sortation schemes, post offices, trains, ‘train times, jyno- 
tion points, and stage routes of one or more runs in @ 
pate adh 

Pate 


Armmal: $1,080 1,200 1,320 1,440 1,560 1,680 
1,800 


Allowance: One cent a mile for the distanee actually 
travelled on duty « 


In addition to the above gonpensation the follow- 

taf ghall be paid to employees of this class: i 
(a fo the employee im charge of a minor run am to assistants 
on major runs, an allowance at the rate of 25¢. per hundred 
miles travelled while on duty. 


(b)} To the employee in charge ofa major run, an allowance at 
the rate of 40¢. per hundred miles travelled while on 
Yor the purpose of payment of this allowance, all 


pa . 
Railway Post Offices shall be Pm jor by the Civil Service 
Comminsion after consultation with the Departmnte 


Approved -- Civil Service Commission 
Deputy's Description -- Overe 
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Distribute and toute all elanses of 
mail matter conveyed in a Railway Post Offies and when 
necessary in postal termina 


Yo exchange maile at intermediate 
points and supervise and control emergency space pur- 
ehaged from the Railways to convey surplus maile. 


fo be respongible for the supervision 
am direction of other Railway Mail Clerks comprising 
the crew of a Railway Pest Off lee. 


fo be responsible for the handling 
ami transfer of registered mail between fost Offices 
ami Railway Post Offices. fe maintain relative records 


and to perform other related work as required. 
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persons who were suburtns bie duties of 
ary to * Minister or other member of the 
n the goming into foree of the Civil 
7 OP dnent Ag “1915, amowhoe held erma nent 
pos yp in the Civil Service at that date, ani 
se fh ositions have not been reelassified under the 

visions of said Act or who have not been otherwise 

Gigpo sed. of by appointment, retirement or otherwise, 
she 1. be icine in this Class. 


Annual: $2,220 2,400 2,580 2,760 2,940 arte 3,300 
: 40 | 


Approved -- Civil Service Commission — 
| Cordis of Correet -- Dematy Minister. 
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fo supervise, under the direction of the Deputy 
Sone re 1 work and employees of the } 


liste of post offices and po stmasters and the opening | 
ami elosing of post offices; and to perform other related 
work ag required. 


LIFTCATTONS 3 


Rdueati on rs be valent to high sehool graduation 
ani preferably university training; at least four years 
of postal experience in a supervisory capa elty; wide 
knowledge of postal methods and procedure; sdminietrative 
and organizing ability; tact ani good judgment. 


COMPENSATY ON 3 
Anvmal: 96,720 4,020 4, S20 4,620 


App xeved w~ Givil Services Commission 
Beputy's Deseriys ion ~~ Over. 
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; ___ 0 have sharge, under the direction of the 
Deputy Postmaster General of the staff of the Adminis- 
trative Branch and the funestions of that Branch. 


| fo act as a delegate of Canada at Congresses 
of the Internat ional Postal Union mad other Internat ional 
Postal conferences. 


_ , . fo function in connection with Cavada's 
mesbership in the world's Postal Exeoutive. 


Education equivalent to high school gradw- 
tion, preferably university trai ning; at least eight years 
of postal experience in a supervisory eapacliy, three of 
which to be served in the Administrative Branch; wide 
knowledge of postal methods and or oceture in both doment ic 
and international spheres; administrative ard organi ging 


ability, tact and good judgment. 
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DEFINITION OF CLASS: 


To draw difficult maps and plans; to pjot survey 
and field notes; in some cases to mupervise the work of a 
small drafting staff; end to perfom other related work 
as required. + ep i : 


Fdueation equivalent to high echool graduation; 
either graduation from a school of applied seience of re- | 
comized staniing with two years of experience in an engineering 
drafting office, ox four years of experience in on engineer ing 
avafting offiee; ability to supervise a drafting staff; 
preferably field experience in engineer ing. 


OMPENSATION : 
Amal: 91,600 1,920 2,040 28,160 


Approved -~ Civil Service Commigs tox 
Certified Correct-- Deputy Ministen 
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Under. Sirastad. to oversee the work of a ree iat 
Letter Carriers in a Post Office or Postal Station where con- 
ditions require such supervision; to accompany new Letter 
Carriers on their routes and instruct ‘them in their duties, 
and in some tases to take a short walk himself; to answer 
complaints regarding mail delivery; and to perform other 
elated WOXR, as required. 


sraaky school edueation; at least four years of 
Loagees experience, preferably as Letter Carrier; supervisory 
ability. 


COMPENSATION: 


Annual: $1560 2 1680. 
Uniform and Boots. 


Approved -- Civil Service Commission 
Certified Correet -- beypaty Rinisver. 
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fo supervise the work of a group of Mail Porters 
where conditions require such supervision; to keep records, 
arrange hours, allot tasks and maintein discipline; and to 
perform other related work as required. 


APIONS + 


| Primary sehool education; at least four years of 
postal experience, preferably as Mail Porter; good physical 
gondition; supervisory ability. 


Annual: $1500 $1620 1680. 

(In the diseretion of the Department 
uniform and boots supplied in addi- 
tion to the above compensation). 


Approved -- Civil Service Comission 
Certified Correct ~- Deputy Minister, 
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SENIOR MESSENGER 


“t0 Vivier tind npn the oa" of messages, 
am the receiving, sorting and post ing of an : end to do 
other related work as asgigned. y Oe 


: Primary school eduestion; ability to meet the 
publ to; aA Sa eth trustworthiness ani tact. 


Anal: $1,080 1,140 1,200 


Approved -- Civil Service Commise ion 
Certified Correst-- Deputy Minister. 
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| _At least two years of high school edueation; at 
least two years of postal experience; 8 bo>yp rey Sapa le 
tact and courtesy in dealing with the public ani postal 


employees. pwede ae at 


comp BSA TT on : 


Approved -- Civil Service Commission 
Deputy's Deseription -- Over. 
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es "Under the supervision of the Head Clerk in 

Charge of the Section to prepare Pre) rts, memoranda and 
Grderg-in-Gouncil on the use of Rail and Mater Public 

Carriers for the transportation of mails. To check the 
manning of Ratlway Post Offices, ami to compile statis- 
tieal data connected with the oie: sifieation of Railway 
Post Offices. | meg | . | 


 Orcwsder the @ireetion of the Head Clerk in 
Charge of the Seetion to prepare and ieme Distribution 
Liste wed im mail distribution, ami the Schedule of Mail 
Trains, Water Services ant. Air Services. fo prepare “copy” 
for Railway Mail Service forms am printing. fo check 
ca on service ani equipment furnished by the Railway 
ompani¢g. ee ct i Oe - | 


 Qr under the direction of the Head Clerk in 
Charge of the Section to prepare and revise Standpoint 
‘Sortation and Routing Sehemes for use in Canada and in the 
Tuternatiomal Postal Service. To assist in the marking of 
examination papers for the statutory examinations of Postal 
Waployeeie 


bee 


QUALIFICATION 


Raucation equivalent to two years of High 
Sehool. At least five years’ experience in the Postel 
Service, preferably in the Railway Mail Service. A general 
knowledge of Mail Haniling Procedure and of Postal Laws and 
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DEPUTY'sS DESCRIP TON 


(ee 8 EERE ER NSU PARR PERE ES ESN EID MO ETE 


teiter a 
regarding 


At least tw years of high school educa tion; 
at least two yeare of experience in Dead Letter work; 
supervisory Sbility; tact and eaar tony in Gealing with the 
public and postal Gmployees. 
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wig nh "o be reeponsible under the Prine — 
Postal Clerk in charge of the Seetion of a Posta 
District Office for the work of a considerable 
arene of employees; to replace the Prineipal Postal 
Slerk during his absence; hanfling corres pondenes; 
meking necessary reports; to assist the Principal 
Postal Clerk in eharge of a District Dead Letter 
Office, or in smller districts to have supervision 
over a section. : ki 
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ye 
fe ee 


ve 


Landt 


oatant Fens the y in here eel in 
| an! oH to act as interpreter on occasion; 
re, ton and sneksentas vecigmaan work 


as reat rede 


Education equivalent to university gradwmtion, 
at Least two years of experience as Translator or experience 
of gimilar mi a and standard; in some cases sufficient 
apecialivzed trainin 6 ae previous phe car ie ya to insure thor 
ough familiarity with exe) and selentifie terminology; 
considerable demonstrated aptitude for translation and the 
faculty of expressing ideas clearly in cach of the languages 
used; ability to read, write ani speak two or more languages 
finently 3 in some cases TARA CAM, 27 ability. | 


COMPENSATION: 


2,160 2,280 2,400 


Approved-- Givil Service Commission 
Certified Correet-- Deputy Minister. 
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SPECTAL POST OFFICE INVESTIGATOR 


fo be response ible under the Genera Superintendent, 

Postal Service, or Chief Inspector of Postal Service, for 
making special investigations in connection with post office 
robberies, thefts from the mafls, eases of mis-treatment 
of mail matter, and theft or mmipulation of post office 
funds; to take charge of special investigational work in 
any Postal Di arin relative to the theft or mig- treatment 
of mail matter ami to direct the operations of Inspectors. 
of om Serviees in investigational work under special 

assignments; to make investigations under oath as sasigned; 
to ay ine ae to Criminal Court procedure in the different 
Provinees; to handle correspondence ineidental te the above 
work; and to perform other related work as required. 


Bue at fon naive oak to high school gradu tion and 
srateebly wiiversity training; at least four years of 
experience in @ supervisory capacity in a district office 
with special experienee in handling investigations in a 
district; thorough knowledge of all pheses of postal work; 
supervisory ability, good address, tact and ability to 
deal with a publie ond postal employecs. 


COMPENSATION: _ 
Annual: 93,720 3,900 4,080 4,260 4,820 


Approved «-- Civil Service Commission 
Certified Correct -- Deguty Minister. 
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DEFINITION OF CLASS: 


! _. ®o take and transer ibe diff cult dictation, ani 
in conjunction therewith, to perform important secretarial 
work requiring specialized knowledge and the exercise of 
independent judgment; in some cases to handle corresponience 
without dictation; to supervise a large group of employees 
engaged in stemographie and clerical work; and to perform 
other related work as required. 


QUALIFICATIONS: 
Hdueat ion equivalent to hi 


some. as | : igh school graduation 
with at least two yenen of eae in ste ry Fy and 

elerieal work; ability to take and transcribe 4: fiealt 
dictation given at a rapid rate of rns 8 ager 
ability, g00d knowledge of modern 0. fice practice, tact and 
good judcmente 


COMPENSATION: 
Amnual; $1,380 1,440 1,500 1,560 1,620 


NOTE: For Sentor Law Stenographers the com- 
pensation shall be: 


$1,440 1,600 1,560 1,620 1,680 


Approved -- Civil Service Commission 
Certified Correct-- Dewty Minister. — 
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To perform, under @upervision, stenogre phie and 
elerieal work requiring skill, previous experionce ant 

a mowledge of clerical methods; to take and transeribe 
with aceuracy di ffiolt dictation; to perform secretarial 
or general clerical work; im some cases to be responsible 
for the work of assistants; and to perform other related 
work ag required. 


ee in 


judgment. 


COMPENSATION: 
Annual: $2,080 1,140 1,200 1,260 1,520 1,880 


HOTE: Yor Law Stenographers the compensation 
Gell be:$1,140 1,200 1,260 1,820 1,480 1,440 


-- Wnexe the ineumbent is required to live in 
an isolated and undesirable locality special main- | 
tenance or other allowance may be provided. The con- | 
ditions end the amount of allowance shall be determined 
by the Civil Service Commission and the De par tment 
eoncerned. 


Approved -- Civil Service Commission — 
Certified Correct -- Deputy Minister. 
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fo perform, under supervision, routine clerical 


and iearerats work; to take and transeribe routine 
Gistation, to aagiat in simple eleric¢al work; and to 
Aichi sak ot 


her related Work as required. 


Primary seneed education, and preferably sone 
high sehool training; ability to take and transeribe eimple 
dictation at a moderate rate of speed, and te understani 
mn wavamcat &irect ions; Hae and good emeonnit 


Anmual; $720 780 


908 960 1,020 


ote: Where the incumbent ti Hot. yg ge to live in an 
sOlated and undesirable locality, special maintenance or other 
allowance may be provided. The eonditions ani the amount of 
allowance shall be determined by the Givil Service Commi as ion 
and the Department congerned « 


Approved <-- Olvil Service Commission 
. Gertified Correet-- Deputy Minister. 
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(Confined to areas served by Staff Post Offices 
and not controlled by the Civil Service Commission). 


) To manage an accounting Post Office within the Postal 
area of a Staff frost Office; to sell postage stamps and postal 
notes, transect money order, savings bank and related business; 
to furnish Postal and other information relating to an accounting 
Post Office; to provide the neéessary quarters for the transaction 
of Post Office business and the requisite staff to maintain pro- 
per public service; to safeguard Post Office funds and credits 
and properly maintain the records required by the Department; 
to render finaneieal eccounts as required, 


At least primary school edueation, reliability and some 
familiarity with the keeping of records and the handling of cash, 
tact and ability to meet the public, suitable location, adequate 
Pore ratio and in the ease of the larger offices supervisory 
ability. 


Fixed by the Postmaster General) 


Allowance based on revenue according to the following 


scale; 
Revenue Seale 

On revenue up to $300 S0% with a minimum of $60. 
* " of $300 and up to $1000 $150.00 

" " 1000 " * * B0900 200.00 
" ” B00Gg * F ® 8000 250.00 

" * 3000 * *" #* 4000 300.00 

‘i " 4000 * * *® 5000 350.00 

re " 6000 * " * 6000 400.00 

” " 6000 * * #*# #000 450.00 

" " 7o0o * * © —Bocd §00400 

* * eo00 “ * * 8000 5560.00 

* * 9000 and over 600.00 
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(Cont'd) 


2% commission on stemp sales up to $20,000 and 1% commission 
on amounts in excess of 920,000. 


‘om the public. 


27h¢ for every $1006 Repunsteds 


LG 3 


(Confined to areas served by Staff Post Offices 
and not controlled by the Civil Service Commission). 


To manage a non-accounting Post Office, including sale 
of postage stamps and postal notes; to furnish Postel and other 
information relating to the operation of a non-accounting Sub 
Post Office; to keep intact credit balance allowed; to maintain 
such records as the Department requires end to provide proper 
accommodation for the operation of a Sub Post Office and the 
requisite staff to maintain a proper public service. 


TIONS: ve wun 
At least primary school education; reliability and some 


familiarity with the keeping of records and the handling of cash; 
tact and ability to meet the public. 


ced by Postmaster General) : 

Allowance based on revenue ac@ording to the following scale: 
: , Scale . 

on revenue “P, to $300 | 50% et minimum of $60. 


of$300 and up to $1000 : $150 .00 
* 1000 Meri 2 
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9000 and over 600 .00 
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2% commission on stamp sales up to $20,000 and 1% commission 
on amounts in excess of $20,000. 


1 cent for each postal note sold. 
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to control ami direct the financial) operations of the Post 
Office Department; to be tac hyd for the maintenance of 


or the Dominion's accounting ey ate; 
sions responsible for the Keveme, 
| x, Postal Note, Savings Bank end 
controlling < famp supplies; to act in an advisory 
gapacity on questions pertaining to finances of the Dominion 
Postal Service and other matters connected therewith; to 
preparat ion of accounting ox fiseal statements 
ortant nature and to act in an administrative and 
capacity; and to perform other related work as 


knowledge of postal laws, regulations and relations with foreign 
eomntries; and of the fundamental prineiples of fimanee and 
gonstructive accountancy; & wide knowledge of the Dominion 
Government's accounting system and of the Laws and regulations 
verning the sdministrat ion of a department; executive ability 


COMPENSATION: 


Annual: $4,900 5,100 5,400 


Approved -~ Civil Service Commission 
Certified Correet-~ Deputy Ministers 
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DEFINITION OF CLASS: 


To be responsible, under the De gu Postmaster 

General, for the work of the Money Order Branch of the Poat 
Office Department; to supervise the staff and pass upon 
éifftioult eddtaiatvantvs problems; to direct the aucit? 
of paid money orders; to make recommendations with reg 
. te money order work and policies; to nese aie special corres- 

enee affecting the Branch, and to perform other re- 
ated went as required. 


Bisethiek equivalent te high sahhed senile ion 
and preferably university training with speetalization in 
banking and @xehange; 6 Least four years of experieee in 

money order work or Seattine work } RCRA ee and Ox~ 
gan izing ability; tact and good judg 


‘Amwaal: $3,720 4,020 4,320 


Approved -- Givil Service Commission 
Deputy'’a Deseript ion -~ Over. 
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he me the Suse intake stinily Order Branch, 


being su bent ig known as the Chief 
Consulting Officer, Money Order System, ami his duties are 
as follows: th matters pertaining to the 


improvement of the ‘new organization so ag to ensure that it 

gomprehends a1] the requirements of Money Order work; to deal 
with special cases relating to forged and mistreated Orders; to 

deal with special matters pertaining to International Mone: 

Order business; questions of poliqgy involved; to deal with 

any other matters which i% rig be vequired to place under 

this p RRA or which may be suggested for the Purpose. 


QUALIFICATIONS : 


Hdueation equivalent te high sehool graduation 
and preferably university training with specialization in 
banking and exchange; at least four years of experience in 

money order work or auditing bag F administrative and or- 
ganizing ability, tact and good judgment. 


17? 


SUPERINTENDENT OF EQUIPMENT AND SUPPLY BRANCH, 
____ POST OFFICE DEPARTNUNT 


DEFINITION OF CLASS: 


| Under the direction of the Deputy Postmaster General 
to be responsible for the estimate, purchase, inspection, 
atorage, and Gistritation of all supplies and equipment 

nina — bad 9 - Largemibe ay ie Pw grap ol 
ment; tO supervise the work @mi employees of the Equipment 
and buppiy Branch; to direct the heads of divisions 
responsible for the preparation of estimates, the revision 

of requisitions in accordance with the needs of the — 
service, ani thé standardization, combination and elimination 
of forms ani supplies, the preparation of specifications and 
description of articles to be purchased, the ordering of — 
stationery supplies through the Department of Printing and 
Stationery, the purchase of gupplies am equipment from other 
sources through tender and the awarding of contracts, the 
inspestion of goods recelved, the distribution of supplics 

on Pequisitions from other branches and individual off ices 
of the service and the keeping of stook, time, ¢ost and 
other records; and te perform other related work as required. 


QUALIFICATTONS: 


Edueation @quivalent to high school graduation and 
preferably univers ity beac at ieast five years of 
experience in a large purchasing and stores organi mtion 
or experience of a similar eheracter and standard; a wide 
knowledge of markets, current prices, traffic, procedure 
ami familiarity with modern offiee practice and store~ 
keeping systems; administrative ani organizing ability of 
a high order. 


COMPENSATION: 
Annual: 34,320 4,620 4,920 


Approved -- Civil Service Commission 
Certified Correst-- Deputy Ministen 


“ SUPENTNTENDTN? OF MATL CONTRACTS 


QUALIFICATIONS: 


Fidweation ¢quivalent to high school graduation, 
preferably including or followed by a good business course } 
five years of business or postal experience in a responsible 
capacity; knowledge of current labour prices and of loeal 
conditions in places where mail contracts are iet; ad~- 
ministrative and organizing ability; tact ani good judgment. 


Amwnl: $3,720 4,020 4,520 4,620 


Approved -- Civil Service Commission 
Certified Correst-- Deputy Minister. 
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Under direction, to personally supervise all the 
operations of the mail despateh or eity delivery branches 
of a Grade 12 Post office; to be responsible to his imne~- 


diate superior for the efficient and economical handling 
of all problems involved in the work of his branch; to secure 
by personal contact the proper co-operation of the various 
units of his branch; to formulate such procedure as will 
result in the proper conduct of the work and insure its 
yopanenb aah. sabe phat arrange hours, allot tasks, maintain 
discipline and pass on administrative problems; to see 

that enquiries relating to the work of his Branch are 
promptly dealt with; and to perform other related work 

as required, 


pag 


QUALIFICATIO 


. Bdueation equivalent to high school graduation; at 

least five years of supervisory experience over a large num~ 

per of employees in the handling of mail in one of the larger 
city post offices; a high degree @f supervisory ability; ad- 

ministrative ability. 


COMPENSATION: 
Annual: %3000 $3120 63240. 


Approved -- Civil Service Commission. 


To indieate the line of responsibility in this case 
it is suggested that this definition should at the commencement 
read “Under direction of the Assistant Postmaster”. 


Certified Correct -- Depty Minister. 
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‘Under direction, to be responsible for the administrative 
work of a ¢lerical and financial nature in the Toronto Post Office; 
to make special reports and investigations for the Postmaster; to 
have charge of all enquiries regarding meil under the jurisdiction 
of the Toronto Fost Office; to have charge of the accounting work 
of the office, including pay-rolls, accounts, cost-accounting, 
postage paid in cash revenue, sale and supply of pestage stomps 

and postal notes, and the work of the postal auditors; to havé 
charge of publicity, welfare ani educational work; to have charge 
of examination work under the jurisdiction of the Postmaster; to 
maintain the necessary statistical and other records of operation; 
and to perform other related work as required, 


QUALIFICATIONS: | 


 -*Baucetion equivalent to high school graduation and 
preferebly university training; et leest seven years of postel — 
experience in an edministrative capacity; a high degree of 
administrative ability; wide knowledge of modern office practice; 
good address and ability to meet the public. 


Annual: $3120. $8840. $8360. | 


Approved ~- Civil Service Commission ? 


To indicate the line of responsibility in this case it ¥ 
is suggested that this definition should at the commencement read br 
"Under direction of the Postmaster". . 


i 


Certified Correct -- Deputy Minister. 
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Unier direction of the Chief Inspector, Postal 
Service, to supervise the organization, personnel and 
maintenance of district offices; to act aa a contact officer 
between the sections of the post office inspection service; | 
to keep records of inspection, investigation, and other work of 
the district offices, ani to prepare charts an graphs in 
comnect ion with same; to supervise dead letter work throughout 
the postal service; to be responsible for the eciting of 
"Regulations for Postel Districts" and to porform other 
related work ae requirede | 


QUALIFT CANTONS 


| Faueation equivalent te high school gradw tion 

and preferably university training; at least five years of 
postal experience, preferably in connection with district or 
inspection administration; knowledge of postal practice 

and procedure; administrative ability, tact and good judgment. 


COMPENSATION: — 


Ammual: $2,820 2,940 43,060 3,180 3,800 %,420 


Appro ved ‘i Civil Serviee Commission 
Deputy's Desoription -- Over. 
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DEPUTY'S DESCRIPTION 


DEFINITION OF CLASS: 


to perform other related wor as required. 


- ALTFICATIONS ers 


Education equivalent to high school gradua- 
tion ami preferably university training; at least five 
years of postal experience, preferably in commection with 
district or inspection admind stration; knowledge ef postal 
practice and progeture; administrative ability, tact and 
good judgments 7 : 
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DEFINITION OF CLASS: 


Under direction of the Superintendent of Mail 
Contracts, to investigate ani organize city letter box 
collections, parcel post deliveries and rural route services; 
to poses specifications, invite tenders for same; to in- 
vestigate, report on requests or complaints and to aubhorize 
extensiona and additions for new ani present services; % 
arrange transportation for letter earriers; te authorize 
fines ané deductions from contractors for failure to perform 
servyiees; to authorize transfere of existing contracts; 

40 compte rates of service; to diseuss with and prepare 
reports for members of Parliament regarding services, and 

to perform other related work as required. 


FICATIONS: 


. Ndueation equivalent to high school gradwition 
and preferably wiiversity training; at least five years 
of postal experiq@ee in a responsible capacity; sone 
knowledge of mail eontracts or postal service administration; 
organizing ability; tact; good address and good judgment. 


COMPENSATION: 


Annual: $2,820 2,940 5,060 %,180 8,300 3,420 


Approved -- Civil Service Commission 
Certified Correct-- Deputy Ministers 
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Under direction, to supervise the work of employees 
engaged in the delivery or forward despatch of mail in one of 
the Larger city post offices; to arrange hours, allot tasks, 
maintain diseipline, and pass upon administrative problems; 
to deal with enquiries and we eeetereres’ te me to pedro other 
sant pede nin am: erates | 


Sducation equivalent to high school graduation; at 
least three years of experience in a supervisory capacity in 
the Srerne of mails in a large city post office. 


Com ea A .08 


Anmuel: Grade 1l1P.0. %2640 $2760 $2880 
Grade 10 P.O. 2520 2640 2760 
Grade 9 P.O, 2400 2520 2640 
Grade 6A P.O, 2280 2400 2520 
Grade & FP.0. 2160 2280 2400. 


Approved -- Civil Service Comission 


DEFINITION OF CLASS: 


To indicate the line of responsibility in this case 
it 1s sucgested that this definition should st the comuencement 
read “Under direction of the Assistant Postmaster". 


 Bertified Correct -- Deputy Minister. 
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DEFINITION OF CLASS: 


Under supervision, te heve charge of a rest room 
for the accommodation snd temporary care of female employees; 
tO supervise any welfare work in ¢onneetion with same; 
to temporarily eare for and render aesistanes to 
indis posed or aiek female employees, and to render first 
ald, if necessary, to any employees; to perform such 
clerical work ag may be assigned; to be responsible for 
the necessary first aid supplies ami for the general 
condition of the rest wane and to perform other related 
work ae wequirel< 


Primary sohool edmostion; some experience in 
Mt oe work; @ knowledge of firat aid; tact, good address, 
matvur ® 


COMPENSATION: 
Ammal: $720 780 840 900 960 1,020 


Approved -- Civil Service Commige ion 
Deyaty's Deseription -- Over. 
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DEPUTY'S DESCRIPTION 


i 


Unier supervision, to bave charge of a rest room 
accomodation anl temporary care of female 
employees; to supervise any welfare work connected there- 
prs to enforee regulations governing the conduct and 


aise pline of ohpleyers and to promptly report any violation 
of these regulations; to temporarily care for and render 
assistance in gases of iilness of po ae employees and to 


render first aid, if ripeness 4 to any employee male or 
female in case of accident; to perform such elerieal work 
ese may be assigned; to see tint sufficie nt first aid 

lies are : lwaye on hand ani to be responsible for the 
pet 4 yoom being kept in a neat ani tidy condition; snd te 
perform other related work ap required. 


UALIFICATIONS: 


Primary school education; some @xperionse in 
glerical work; a knowledge of first aid; tact; good 
address; maturity. | 
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DEFINITION OF CLASS: 


ss Under Girestion of the Chief Superintendent of Post 
Office Service, to supervise the administration of city post 
offices ani staff as regards appointments, promotions, dismissals, 
additional etaff, leave of absense, discipline, and to authorize 
ga lary rae to sgtablish letter carrier deliverica; 

to maintain proper relativity between offices as regards ataff, 
and to prepare records and charts in connection with same; to 
prepare regulations regard ing the proceedure of post off ice 
practice, conimot of employees in the service, amd to pass on 
fines and deductions for breaches of the Post Office Ast; to 


prepare books of instruction for employees and examina tion 
papers for promotional compet itions; on ogcasion, to explain 
postal situations to members of Perl lament, and to perform 


other related work as required. 


| Or to contre] and conduct nesotiations for the 
renting of additional space or buildings for post office purposes; 
to plan new post office buildings, changes, and additions, 60 
atudy ani do research work in conn ection with post office buil- 
dings, layouts and equipment; to pass upon requests for addit- 
{onal peetal stations; to supervise the purchase, diatribation 
and maintemnee of certain post office equipment, ani to compile 
statistics in connection with seme; to supervise Office Service 
sme Mh calcio Section, ami to perform other related work &s re~ 


Or to supervise the administration of reveme post 
offices as regards appointments, dismissals, diseipline and hours 
of duty, ami to deal with ail questions relating to the opening, 
glosing, sites, status and nomes of these effices; +o instruct 
the istrict offices in the general management of revemme post : 
offices; to enuse to investigate or investigate nightforward duty 
or ¢flroumstanees warranting special alloranoes, am to determine 
and authorize payments in connection with same; to investigate 
and stuly postmasters' salaries and pass joigment on problems 
presented by Postmasters' Associations, ami te perform other 
rolated work ag required. 


QUALIFICATIONS: 


faucation eqiivalent to high school graduation and. 
preferably university training; at least five years of postal 
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(Cont'd) 


xyperience in a responsible capacity; broad knowledge of 
vent peaaniae nom paeenturet administrative ability; tact 
and good judgment» 


annual: $2,820 2,940 %,060 3,160 %,000 3,420 


Approved -~ Civil Service Commission — 
Deputy's Description -- Over. 
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Oe to conduct negotiations for the renting of 
additional space or buildings for post offiee purposes; to plan 
new post office tuildings, chenges ani additions; to atudy and 
do research work in aonneation with post office buildings, le youts 
ani equipment; to pass upon requests for additional postal 
stations; to supervise the ee at distribution and maintenin ce 


ef gertain post office equipment, ami to compile statistics in 
eonicetion with same; tO sapervise Construction and Office Service 
Seetion, and to perform other related work as required. 


, Or to supervise the work and staff of the Revenue 
Post Offige Seotion, dealing with raveme post offleese ag regards 
appointments, dismissals, discipline ani hours of Guby, am te 
deal with all questions relating to the opening, closing, sites, 
status and names of theses offices; to inatruct the 4 istrict 
offices in the general management of reveme post offices; to 
eause to investigate or investigate night and forward duty or 
etroumstances warranting special allowances, ani to determine 
and authorize payments in oamection with sam; to investigate 
and study Poatmasters' salories and mss judgment on problems 
presented by Postmsters' associations, and to perform other 
Yelated work aga required. 
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Under direction, t ) operate a telephone switch- 
board im the service of some doyartnent other than the 

Sr os rae t et a for, ® keep adel ato ee eonnectiong 
wad, fe at: of work as assigned 


Primary school edueation; at least six months 
of experience ag a switchboard operator; ft thorough know- 
ledge of the operation of a telephone switchboard; clear 
and distinet enunciations . 


Armmal: $720 780 @40 900 


960 


ppreved -- Civil Service Commission 
Cortitied Correet «- Deputy Ministes : 
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TRANSLATOR 


DEFINTCTON OF CLASS: 


| | fo make literal or free translations, correct 
as to idiom, text, and substance, of important official and 
technical correspondence, reports, and publications, requiring 
skill, previous experience, considerable familiarity with 
offielal diction and teehnical phrascology, ani fluency in 
the languages used; in some eases, to supervise employees 
in the same or a lower rank; te act as interpreter on 0 acas- 
jon; and to perform other related and incidental clerical 
work og assigned. 


jt 


ALIFICATIONS: 


| High sebool graduation ani preferably university 
cpa at Least one year of experi moe as Junior Translator 
or experience of similar character and standerd; in some 
eases sufficient elementary technical training or previous 
experience to insure familiarity with legal or seientifie 
terminology; considerable demonstrated aptitude for trans- 
lation and the faculty of expressing ideas clearly in each 
of the langusges used; ability to reac, write and speak two 
or more languages fluently. 


ORPERSATION: 


» 9 


Approved -- Civil Service Commigs 


Certifiel Correct-- Deputy Minister. 
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DEVINITION OF CLASS: 


To ca by os under divection, general trucking axt 
unas undline work; and to do cther related work as 
BEslen eile 


: Ability to read and write ani preferably primary 
sohool education, some experience in handling trucks and . 
moving materials ani in sorting, piling, storing, checking, 
peer iets and arranging materials; strength and good physical 
40ni1 101 ON. 


: $900 960 1,020 1,080 1,140 1,200 


Approved -- Civil Serviee Commission 
Certified Correct-- Deputy Minister, | 
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fo perform, under supervision, difficult or 
Specialized typewriting work at a high rate of speed; to 
perform: clerical work involving the application of office 
practice ami procedure; in some cases to be responsible 
for the work of assiatants; and to perform other related 
work ag required. 


QUALIFICATIONS; 


|  fwo years of education of high school standard 
or its equivalent, with at least one year of experience 
in clerical work; some knowledge of modern office practice; 
ability to perform accurate typing work at a high rate of 
speed; intelligence, tact and good judgment. 


COMPENSATION: 


Ammaal: $1,080 1,140 1,200 1,260 1,920 1,280 


Appro ved-~ Civil Service Commission 
Certified Correct-- Deputy Minister. 
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To perform, under supervision, typewriting work 
ary or special t tys 


pewriter; to assist in simple 


Suriest ee, and to perform other related work as 
required. 


Primary school education, and precerabiy | some 
high school training; ability to operate a typewriter at 
a moderate rate of speed, and to understam and follew 
directions; tact and good share sian 


Anmaal: $720 780 840 900 960 1,020 


Approved -- Civil Service Commission 
Certified Correct -- Deputy Ministers 
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Rar 


fo be responsible, under direction, for the 
protection of government build ings heiapes and othex 
property against fire, damage and and theft; and to per form 
other related work as *agnigned. 


QUALIFICATION S: 


Ability to read and write and preferably 
primary school e@ucation; sobriety and trustworthiness. 


COMPENS 4 TTON : 


Approved ~- Civil Service Commission 
Deanna Correct +-- Deputy Minister. 
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